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niis  Is  a. Guide  In  digest  form  to  the 
provisions  of  Federal  laws  and  regula¬ 
tions  relating  to  the  keeping  of  records  by 
the  puldic.  It  tells  the  user  (1)  what 
records  must  be  kept.  (2)  who  must  keep 
them,  and  (3)  how  long  they  must  be 
kept 

The  Guide  is  derived  fnxn  the  laws 
published  in  the  United  States  Ckxle.  as 
amended  by  laws  enacted  during  1963. 
and  from  the  r^nilations  published  in 
the  Code  of  Federal  Regulations,  as 
amended  in  the  daily  Issues  of  the  Fed¬ 
eral  Register  through  December  31. 1963. 

Coverage 

In  preparing  the  Guide  it  was  necessary 
to  establish  boundaries  in  order  to  keep 
it  from  going  beyond  its  intended  pur¬ 
pose.  The  nature  of  these  boundaries  is 
outlined  below. 

As  indicated  by  its  name,  the  Guide 
adheres  strictly  to  the  retention  of 
records.  It  does  not  cover  such  matters 
as  the  furnishing  of  reports  to  Govern¬ 
ment  agencies,  the  filing  of  tax  returns, 
or  the  sulxnission  of  sui^rting  evidence 
with  applications  or  claims. 

The  Guide  is  limited  to  provisions 
which  apply  to  a  class.  Requirements 
applsrlng  only  to  named  individuals  or 
bodies  have  been  omitted. 

The  Guide  is  confined  to  requirements 
which  have  been  expressly  stated.  In 
many  laws  and  regulations  there  Is  an 
Implied  responsibility  to  keep  copies  of 
reports  and  other  papers  furnished  to 
Federal  agencies,  and  to  keep  related 
working  papers.  Such  implied  require¬ 
ments  have  not  been  included  in  the 
Guide. 


The  following  tsnpee  of  requiremmts 
have  also  been  excluded  frtxn  the  Guide: 

(1)  Requirements  as  to  the  keeping  of 
papers  furnished  by  the  Government, 
such  as  passports,  licoises,  permits,  etc., 
unless  they  are  closely  related  to  other 
records  which  must  be  kept. 

(2)  Requirements  as  to  the  display  of 
posters,  notices,  or  other  signs  in  places 
of  business. 

(3)  Requirements  contained  in  indi¬ 
vidual  Government  contracts,  unless  the 
contracts  are  Incorporated  in  the  Code 
of  Federal  Regulations. 

Arrangement 

The  digests  of  record-keeping  provi- 
fdons  comprising  the  Guide  are  grouped 
under  the  Departments  or  independent 
agencies  which  impose  or  administer 
them  (see  “Contents") .  Individual  items 
are  numbered  to  simplify  Indexing. 

In  general,  the  itons  retain  their  orig¬ 
inal  numbers  from  year  to  year.  Re¬ 
numbering  occurs  on^  after  a  major  re¬ 
vision  of  the  material  and  is  so  indicated 
in  brackets  after  the  name  of  the  agency 
involved.  .Individual  items  revised, 
amended,  deleted,  or  added  are  shown  in 
brackets  following  the  item  heading. 

Two  supplements  to  the  Guide  contain 
generalized  information  about  certain 
requirements  imder  the  Second  War 
Powers  Act  of  1942  and  detailed  infor¬ 
mation  on  requirements  imposed  by  the 
Civil  Aeronautics  Board  relative  to  the 
availability  of  credentials  for  inspection. 

An  index  to  the  Guide  follows  the  last 
supplement. 


FEDERAL  REGISTER 


3031 


Thursday,  March  5,  1964 


CONTENTS 

i.  Department  of  Agriculture 

I.  Foreign  Agricultural  Service —  3031 

2  Agricultural  Marketing  Serv¬ 
ice  _  3032 

3.  Agricultui^al  Research  Service.  3034 
i  Agricultural  Stabilization  and 

Conservation  Service _  3035 

5.  Commodity  Credit  Corpora¬ 
tion  _ 3037 

6  Commodity  Exchange  Author¬ 
ity  _  3038 

7.  Farmers  Hmne  Administration.  3039 

8.  Federal  Crop  Insurance  Cor¬ 

poration  _  3039 

II.  Department  of  Commerce 

1.  Area  Redevelc^ment  Adminis¬ 

tration  _  3039 

2.  Business  and  Defense  Services 

Admlnlstraticm -  3039 

3.  International  Business  Opera¬ 

tions,  Bureau  of  [Consoli¬ 
dated  with  4.1 

4.  International  Commerce.  Bu¬ 


reau  of _  3039 

5.  Maritime  Administration -  3040 

6.  Public  Roads.  Bureau  of -  3042 

7.  Transportation.  Under  Secre¬ 

tary  of  Commerce  for -  3042 

8.  Great  Lakes  Pilotage  Adminis¬ 

tration  -  3042 


III.  Department  of  Defense  (De¬ 
partments  of  Army,  'Novyr 
Air  Force) 

1.  Office  of  the  Secretsur  of  De¬ 

fense  _  3042 

2.  Departmmt  of  the  Air  Force _  3044 

3.  Departm^t  of  the  Army -  3044 

IV.  Department  of  Health,  Edu¬ 
cation,  and  Welfare 

1.  Education.  Office  of _  3044 

2.  Food  and  Drug  Administration.  3045 

3.  Public  Health  Service _ 3046 

4.  Social  Security  Administration.  3047 

V.  Department  of  the  Interior 

1.  Office  of  the  Secretsuy _  3047 

2.  Pish  and  Wildlife  Service _  3047 

3.  GeologlcsJ  Survey _  3048 

4  Indian  Affairs,  Bureau  of _  3048 

5.  International  Pacific  Halibut 

Commission _ '  3049 

6.  International  Whaling  Com¬ 

mission  _ 3049 

7.  Mines,  Bureau  of. _  3049 

8.  National  Park  Service _  3049 

VI.  Department  of  Justice 

1.  General _  3049 

2.  Alien  Property,  Office  of _  3049 

VII.  Department  of  Labor 

1.  Office  of  the  Secretary _  3049 

2.  Employees’  Compensation,  Bu¬ 

reau  of _  3050 

3.  Office  of  Labor-Management 

and  Welfare-Pensicm  Re- 
.  ports  _  3050 

4.  Public  Contracts,  Division  of _  3050 

5.  Wage  and  Hour  Division _  3051 

6.  Office  of  Welfare  and  Pension 

Plans  [Consolidated  with  3.1 

7.  Bureau  of  Labor  Stmidards _  3053 

VIII.  Post  Office  Department...  3053 


■  Page 


IX.  Department  of  State _  3054 

X.  Department  of  the  Treasury 

1.  Accounts,  Bureau  of -  3054 

2.  Comptroller  of  the  Currency..  3054 

3.  Customs,  Bureau  of -  3054 

4.  Internal  Revenue  Service _  3055 

5.  Foreign  Assets  Control,  Office 

of _ _  3076 

6.  Domestic  Gold  and  Silver  Op¬ 

erations,  Office  bf _ _  3076 

7.  Narcotics,  Bureau  of _  3076 

8.  Public  Debt,  Bureau  of _  3076 

9.  United  States  Coast  Guard -  3076 

XI.  Atomic  Energy  Commission.  3078 

XII.  Civil  Aeronautics  Board...  3079 

Xlil.  Committee  on  Purchases 

of  Blind-Made  Products..  3079 

XIV.  Federal  Aviation  Agency.  3079 

XV.  Federal  Communications 

Commission _  3082 

XVI.  Federal  Deposit  Insurance 

Corporation _  3084 

XVII.  Federal  Home  Loan  Bank 

Board _  3084 

XVIIa.  Federal  Maritime  Com¬ 
mission _ 3084 

XVm.  Federal  Power  Commis¬ 
sion - 3085 

XIX.  Federal  Trade  Commis¬ 
sion _ _ _ _ _  3085 

XX.  General  Accounting  Office .  3085 

XXI.  General  Services  Adminis¬ 
tration _  3086 

^Xll.  Housing  and  Home  Fi¬ 
nance  Agency 

1.  Office  of  the  AdministraiM*...  3087 

2.  Federal  Housing  Administra¬ 

tion  _  3087 

XXIII.  Interstate  Commerce 

Commission _  3088. 

XXIV.  National  Aeronautics  and 

Space  Administration _  3088 

XXV.  Panama  Caned  Company 

and  Canal  Zone  Gov¬ 
ernment _ ...  3089 

XXVI.  Railroad  Retirement 

Board _  3089 

XXVII.  Securities  and  Exchange 

Commission _  3089 

XXVIll.  Veterans  Administra¬ 
tion  _  3090 


Supplements: 

I — Requiron^ts  imder  the  Sec¬ 
ond  War  Powers  Act  of  1942.  3091 
n — Civil  Aeronautics  Require¬ 
ments  on  Availability  of  Cre-. 


dentials  tor  Inspection _  3091 

Index... . . . . . .  3091 


I.  DEPARTMENT  OF 
AGRICULTURE 

.  1.  Foreign  Agricultural  Service 

1.1  PeracMU  impturting  certain  dairy 
commodities. 

To^keep  records  of  importations  and 
of  the  transactions  relating  to  the  pro¬ 
curement  and  dt^^osition  of  suCh  com¬ 
modities. 

Retention  period:  Not  less  than  2  years 
subsequent  to  the  end  of  the  quota  period 
during  which  the  importation  was  made. 

7  CFR  6.27 

1.2  Distributing  agencies  eeceiving  do¬ 
nations  food  ccHnmodities  for  use 
in  the  assistance  of  needy  persons 
and  in  nemprofit  school  lm<di  pro¬ 
grams  outside  die  United  States  of 
America.  [Added] 

Maintain  records  and  documents 
which  will  accurately  reflect  all  trans¬ 
actions  pertaining  to  the  receipt,  stor¬ 
age,  and  distribution  of  commodities 
including  records  of  the  receipt  of  com¬ 
modities  in  UB.,  their  exportation,  re¬ 
ceipt  in  foreign  countries,  and  distribu¬ 
tion  to  recipient  agencies  and  recipients ; 
and  records  of  receipt  and  disbursement 
of  fimds  that  arose  from  the  operation 
of  the  distribution  program  uid  school 
lunch  lurograms. 

Retention  period:  3  years  from  the 
close  of  the  UB.  Federal  fiscal  year  to 
which  they  pertain.  Records  may  be 
disposed  of  before  the  end  of  3  years 
with  the  prior  approval  of  AID/W  and 
the  Department.  7  CFR  1501.6 

1.3  Exporters  participating  in  the  Rice 
Export  Program.  [Amended] 

To  maintain  records  showing  milled 
rice  or  brown  rice  exported  <»:  to  be 
exported  in  connection  with  i»x>gTam. 

Retention  period:  2  years  after  date 
of  export.  7  CFR  1481.138 

1.4  Cotton  products  and  cotton  export¬ 
ers  and  affiliates  and  subsidiaries  par¬ 
ticipating  in  the  cotton  export  pro¬ 
gram.  [Amended] 

To  keep  books,  records,  accounts,  and 
other  documents  and  papers  pertinent  to 
any  transaction  under  the  i^ogram. 

Retention  period:  At  least  3  years 
after  the  date  of  last  pa3rment  under  any 
sales  registration.  7  Cm  1482.364, 
1482.414,  1482.513,  1482.613 

1.5  Feed  grain  exporters  partici|Mting  in 
the  Feed  Grain  Export  Program. 
[Amended] 

To  keep  records,  accounts,  and  other 
documents  relating  to  transactions 
imder  the  program. 

Retention  period:  2  years  after  date 
of  export.  7  CFR  1484.138 

1.6.  Exporters  participating  in  the  sale 
of  nonfat  dry  milk.  [Revised] 

To  maintain  aocurate  records  showing 
all  commodities  mvorted  enr  to  be  ex¬ 
ported  in  connection  with  this  program. 

Retention  period:  3  years  after  date 
of  export.  7  CFR  1485.129,  1485.229 
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1.7  PriTate  orsanuati<m8  or  individuals 
whidi  enter  the  private  trade  agrer 
ments  pursuant  to  Title  lY  of  Public 
Law  480.  [Added] 

Maintain  books  and  records  as  well 
as  pertinent  documents,  correspondence, 
and  memoranda  covering  all  transac¬ 
tions  relating  to  the  private  trade  agree¬ 
ment. 

Retention  period:  Not  specified  (sub¬ 
ject  to  examination  by  the  Adminis¬ 
trator  at  all  reasonable  times  until  the 
entire  amount  due  under  the  agreement 
has  been  paid  CXX;>.  7  CFR  14.66 

1.8  Suppliers  who  sell  agricultural  com- 
nK>^ties  under  a  Title  IV  credit  pur¬ 
chase  authorization  (including  ocean 
transportation).  [Added] 

Maintain  pertinent  books,  documents, 
papers;  and  records  related  to  the  sup¬ 
plier  and  the  importer. 

Retention  period:  3  years  after  final 
pasrment  imder  such  contracts.  7  C7FR 
14.17 

2.  Agricultural  Maricating  Sarvica 
MARKmifo  OiDn  Program  roR  PRtnrs 

AMD  VaORTABLES  UNDER  THE  AGRICTTL- 

TcnuL  MARKETma  Act  of  1937,  as 
Amended 

2.1  Orange  and  grapefruit  handlers. 

To  maintain  records  of  fruit  received 
and  dispoaed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeeding 
years.  7  CFR  906.51 

2.2  Central  marketing  organizations. 

To  keep  records  regarding  allotment 

transactlcms  for  lemon  handlers,  _ 

Retention  period:  3  years.  7  CVR 
910.62 

2.3  Lime  handlers. 

To  maintain  records  of  limes  received 
and  disposed  of  in  order  to  vodfy  reports 
submitted  to  the  norlda  Lime  Admin¬ 
istrative  Committee. 

Retention  period:  At  least  2  succeed¬ 
ing  fiscal  years.  7  CFR  911.60 

2.4  Nectarine  handlers. 

To  keep  records  of  nectarines  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  fiscal  years.  7  CFR  916.60 

2.5  Peach  handlers. 

To  maintain  records  of  peaches  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  921.60 

2.6  Apricot  handlers. 

To  maintain  records  of  apricots  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  922.60 

2.7  Cherry  handlers. 

To  maintain  records  of  cherries  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CTm  928.60 


2.8  Fresh  prune  handlers. 

To  maintain  records  of  immes  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  924.60,  925.60 

2.9  Potato  handlers.  [Amended]  ‘ 

To  keep  records  of  potatoes  received 
and  disposed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  948.80,  949.75,  950.80 

2.10  Onion  handlers. 

TO  maintain  records  of  onions  received 
and  dlqxMed  of  as  may  be  necessary  to 
verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  958.65,  959.80 

2.11  Tomato  handlers. 

To  malntsdn  records  of  tomatoes  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  the  reports  submitted 
thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  965.80,  966.80 

2.12  Carrot  handlers. 

To  maintain  records  of  carrots  re¬ 
ceived  and  disposed  of  as  may  be  nec^- 
sary  to  verify  reports  submitted  thereon. 

Retenticm  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  970.80 

2.13  Lettuce  handlers. 

To  maintain  records  of  lettuce  re¬ 
ceived  and  disposed  of  as  may  be  neces¬ 
sary  to  verify  reports  submitted  thereon. 

Retention  period:  At  least  2  succeed¬ 
ing  years.  7  CFR  971.80 

2.14  Alhumd  handlers. 

To  keep  records  showing  details  of 
receipt  of  almonds,  withholdings,  sales, 
shipments,  inventories,  surplus  disposi¬ 
tion,  and  other  pertinent  information  in 
respect  to  operations. 

Retention  period:  2  years  after  end  of 
crop  year  to  which  such  records  apply. 
7  CFR  981.70 

2.15  Almond  handlers. 

To  keep  copies  of  receipts  they  have 
Issued  for  almonds  received  for  their  own 
accounts. 

Retention  period:  2  years  after  end  of 
'crop  year  to  which  such  records  apply. 
7  CFR  981.71  (retoition:  981.70) 

2.16  Filbert  handlers. 

To  keep  records  of  all  filberts  received, 
held,  and  disposed  of  as  prescribed  by 
Filbert  Control  Board. 

Retention  period:  2  years  after  «id  of 
fiscal  year  in  which  transaction  occurred. 
7  CFR  982.71 

2.17  Walnut  handlers.  [Amended] 

To  keep  records  of  shelled  and  un¬ 
shelled  walnuts  and  walnut  material  re¬ 
ceived,  held,  and  disposed  of. 

Retention  period:  2  years  after  end 
of  marketing  year  in  whldi  transactions 
are  completed.  7  (7FR  984.80,  964.464, 
984.480 

2.18  Date  handlers. 

To  maintain  records  of  the  handling, 
withholding,  and  disposition  of  dates. 


Retentlcm  period:  At  least  2  years  sub¬ 
sequent  to  termination  of  each  crop  year 
7  CFR  987.68 

2.19  Raisin  handlers. 

To  keep  records  as  prescribed  by  the 
Raisin  Administrative  Committee,  of 
raisins  acquired,  stored,  sold,  and  other¬ 
wise  disposed. 

Retention  period :  At  least  2  years  after 
the  termination  of  the  crop  year  in  which 
the  transactions  occurred.  7  C!FR 
989.76,989.176 

2.20  (k’apes  for  crushing  handlers. 

To  maintain  records  of  all  grapes  used 
whether  fresh  or  dried,  and  items  set 
aside  as  prescribed  by  the  grape  crush 
administrative  committee. 

Retention  period:  Not  less  than  5  years 
aftmr  termination  of  crop  year  or  for 
such  lesser  period  as  the  committee  may 
direct  7CFR990A6 

2.21  Pimne  handlers. 

To  keep  records  of  prunes  received, 
held,  and  disposed  of  as  prescribed  by 
the  Prime  Administrative  Cmnmittee. 

Retention  period :  At  least  2  years  after 
the  end  of  the  crop  year  in  which  the 
transaction  occurred.  7  CFR  993.74. 
993.175 

2.21a  Cranberry  handlers.  [Added] 

To  maintain  records  of  all  cranberries 
acquired,  withheld  from  handling, 
handled  or  otherwise  disposed  of  as  will 
substantiate  the  required  reports. 

Retention  period :  Not  less  than  3  years 
after  termination  of  the  crop  year  in 
which  the  transaction  occurred  or  for 
such  lesser  period  as  the  committee  may 
direct.  7  CFR  929.61 

SHIPPERS  HANDLINO  EXEMPTED  FRUITS  AND 
VEGETABLES 

2.22  Shippers  handling  fruits  and  vege¬ 
tables  oovertod  by  exemption  certifi¬ 
cates  under  mi^eting  order  pro¬ 
grams. 

To  keep  records  of  such  shipments. 
Retention  period:  Not  specified,  except 
for  tomatoes  (at  least  2  succeeding 
years).  7 CTTt 917.141, 966.80 
(Certificate  (record)  returned  after 
shipment  of  commodities  (pears,  grapes, 
and  potatoes.) )  7  CFR  926.122,  927.125. 
953.104) 

Perishable  Agricultural  Commodities 
Act,  1930  (Fruits  and  Vegetables) 

2.23  Commission  merchants,  dealers, 
and  brokers.  [Revised] 

(a)  To  keep  accounts,  records,  mem¬ 
oranda,  and  documents  which  disclose 
aU  business  transactions. 

Retention  period :  2  years.  7  CFR  46.14, 
46.15,  46.17-46.19,  46.21-46.24,  46.28, 
46.29,  46.31,  46.32 

(b)  To  preserve  records  and  mem¬ 
oranda  which  disclose  the  true  owner¬ 
ship  and  management  of  the  business. 

Retention  period:  4  years.  7*  CFR 
46.14 

School  Lunch,  Special  Milk,  Pilot  Food 
Stamp  Program,  and  Direct  Distribv- 
TioN  Programs 
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Cooperating  State  agenciM  and 
partk^pMting  puyic  wad  prirale 
school^ 

To  records  as  spedAed  in  tbe 

I  regulatUms  ot  ttie  National  Schod  Lunch 
Program. 

Eetentlon  period:  3  years  from  the 
close  of  the  Federal  fiscal  year  to  whidi 
tbe  records  pertain.  7  CFR  210.8,  210.13 

2.25  Cooperating  State  agencies,  partici¬ 
pating  pnblic  and  private  adioals, 
and  institntions.  [Axnended] 

To  records  as  q)ecified  in  the 

regulations  of  the  Special  Milk  Program. 

Retention  period:  3  years  after  the  end 
of  each  Federal  fiscal  year’s  operations. 
7  CFR  215.7,  215.11 

2.26  Distributing,  sub-distributing,  and 
recipirat  agencies  distributing  food 
conunodkies  donated  for  use  in 
school  lunch  programs,  for  training 
students  in  borne  economies,  in  sum¬ 
mer  camps  for  children,  by  needy  In¬ 
dians  on  reservations,  in  institutions, 
and  manageaaeait  companies  pertain¬ 
ing  to  the  feeding  operations  of  the 
institutions,  in  State  correctHHial  in¬ 
stitutions  for  minors,  and  in  assist, 
ance  of  other  needy  persons.  [Re¬ 
vised] 

To  maintain,  records  relating  to  re- 
eelpt,  disposal,  and  inventory  of  com¬ 
modities.  inclnding  records  with  respect 
to  the  receii^  and  disbursemoit  of  funds 
arising  from  operation  of  the  distributing 
program 

RetentUm  period:  3  years  from  the 
dose  of  the  Federal  fiscal  year  to  which 
the  records  pertain.  6  CFR  503.6,  503.8 

2.27  Certifying  and  issuing  agencies.  , 

To  maintain  records  relating  to  opera¬ 
tion  of  the  Pilot  Food  Stamp  Program. 

Retention  period:  3  years  from  the 
close  of  the  fiscal  year  to  which  the  rec¬ 
ords  pertain.  6  CFR  540.14 

Poultry  and  Poultry  Products 

.  Inspection  Programs 

2.28  Persons  precessing,  transporting, 
shipping,  or  receiving  poultry 
slaughtered  for  human  consumption 
or  poultry  products  in  commerce, 
or  bidding  sndi  prodnets. 

To  maintain  detailed  records  of  such 
transactions  as  iq>ecified  in  the  regula¬ 
tions. 

Retenticm  period:  2  years.  7  CFR 
81.152 

Inspection  op  Dairy  Products 

2.29  Dairy  products  manafactnrers, 
processors,  and  packagers  opouting 
approved  plants  undv  Dep^ment 
of  Agriciduare  inspection. 

To  maintain  records  of  quality  tests  of 
producers  of  raw  milk  and  of  producers, 
tellers,  and  shippers  of  raw  cream;  and 
mant  and  laboratory  tests  and  analyses 
w  raw  materials  and  finiitiied  products. 

Retention  period:  1  year.  7  CFR 
58.143,  58.144f  58.169 

Packers  and  Stockyards  Act,  1921 

Relations  pertaining  to  interstate 
foreign  commerce  in  livestodc  and 
poultry  as  follows: 


2.30  Slo^yavd  eumeiu,  umrket  agen¬ 
cies,  and  licensees  nnd«r  Padurs 
and  Stodkyards  Act  regnlathms. 

To  keep  open  for  public  inqDection 
(and  post  in  the  case  of  licensees)  dnidl'* 
cate  copies  of  all  sdiedules  of  rates  and 
charges  and  rules  or  regulatians  and 
amendments  or  supplements  thereto. 

Retention  period:  Not  specified;  how¬ 
ever,  required  to  post  and  keep  open  for 
inspection  currenUy  effective  schedules 
only.  9  CFR  201.22 

2.30a  Market  agencies  or  licensees  sell¬ 
ing  or  buying  livestock  or  live  poul¬ 
try  on  a  commission  or  agency  basis. 
[A^ed] 

To  ke^  accounts  and  records  in  re¬ 
gard  to  the  CTustodial  Account  for  Ship¬ 
pers’  Proceeds  and  the  Custodial  Ac¬ 
count  for.  Buyers’  Funds.  _ 

Retenticm  pmiod;  2  years.^  9  CFR 
201.42  (retention:  201.50) 

2.31  Bfarket  agencies  or  licensees  sell¬ 
ing  or  buying  livestock  or  live  poul¬ 
try  on  a  coimmsskm  or  ageney  basis. 
[Amended]  • 

To  keep  available  for  inspection  by 
owners  or  consignors  or  pundiasers 
copies  of  bills  covering  chargee  iMtid  for 
or  on  behalf  of  the  owner  or  consignor 
which  were  deducted  from  the  gross 
proceeds  of  tbe  sale  or  added  to  the  pur¬ 
chase  price  thereof  when  accounting  for 
the  sale  or  purchase.  _ 

Retention  period:  2  years.*  9  CFR 

201.45  (retention:  201.50) 

2.32  Stockyard  owners,  registrants  bay¬ 
ing  or  selling  livestock,  and  licens¬ 
ees  buying  or  selling  live  poultry. 
[Amended] 

To  keep  ,  (in  addition  to  other  neces¬ 
sary  records)  daily  accurate  records  of 
purchases,  sales,  dilpments,  prices,  etc. 

Retention  period:  2  years.*  9  CFR 

201.46  (retention:  201.50) 

2.33  SdUers  oi  live  poultry  under  Pack¬ 
ers  and  Stockyards  Act  regulations. 
[Amended] 

To  keep  copy  of  ticket  prepared  by 
seller  at  time  of  sale  showing  tiie  name  of 
the  designated  market,  the  date  of  the 
transaction,  the  names  of  the  sriler  mid 
buyer,  the  number  of  coops,  kinds  ot 
poult]T>  price  per  pound,  and  such  terms 
and  conditions  as  the  parties  may  agree 
upon. 

Retention  period:  2  years.*  9  CFR 
201.48  (retention:  201.50) 

2.^  Slodcyard  owners,  market  agencies, 
or  liceswees  weighing  livestock  or 
live  poultry  f<Mr  pwposes  of  purdiase 
or  side  under  Payees  and  Stockyards 
Act  regulations.  [Amended] 

To  keep  copy  of  scale  ticket  of  weigh¬ 
ing  showing  for  both  llvestodi  and  live 
poultry,  name  of  agency  pmformtng  the 
Borriee,  date  of  weighing,  nmnber  of  the 
scale  or  other  information  ktoitlfying 
the  scale,  name  of  seller,  name  of  buyer, 
name  of  consignor,  or  understandaUe 


iBecords  Shall  not  ba  destroyed  or  dis¬ 
posed  of  without  tha  cooeeiit  in  writing  of 
the  Director.  Packers  and  Stockyards  Divi¬ 
sion,  Alls,  Depiurtmsnt  of  Agrloalture.  9 
CVR  301A0 


abbreviations  of  kueh  names;  in  ease  of 
livestock,  also,  the  number  of  head,  kind, 
and  actual  wcliht,  the  amount  of  dock¬ 
age  and  name  or  initials  (rf  person  tyelgh- 
ing  it;  and.  in  case  of  live  poititry,  also, 
number  of  eo(^  weighed,  the  gross,  tare, 
and  net  wrights,  and  the  name  or  initials 
lof  person  operating  scale  at  time  of 
weighing. 

Retention  period:  2  years.*  9  CFR 
201.49  (retention:  201.50) 

2.35  Stockyard  owners,  market  agenciM, 
or  licensees  who  weigh  livestock  or 
live  poultry  for  purposes  of  purchase 
and  sale  under  Packers  and  Stock- 
yards  Act  regulations. 

To  keep  one  copy  of  form  report  of 
tests  and  inspections  of  scales  and  shall 
cause  one  copy  to  be  kept  by  the  agency 
conducting  the  test  and  inspection  of  the 
scales  (a  third  copy  to  the  District  Su¬ 
pervisor  of  tihe  Serivee). 

Retention  period:  Not  specified.*  9 
CFR  201.74 

2.36  Authorized  State  agencies  and  live¬ 
stock  associations  under  Padeers  and 
Stockyards  Act  regulations. 

To  keep  adequate  records  showing  in 
detail  the  income  derived  from  the  col¬ 
lection  oi  authorlaed  fees,  the  disburse¬ 
ment  of  such  funds  as  expenses  for 
c(mdueting  the  servioes,  the  inq)eetions 
performed  and  the  results  thereof,  in¬ 
cluding  records  showing  a  full  descrip¬ 
tion  of  brands,  marks,  and  other 
identifying  characteristics  of  inspected 
livestock;  and  currentbr  maintain  rec¬ 
ords  of  the  brands,  marks,  and  other 
id^tifsdng  characteristics  of  livestock 
located  In  tbe  State  from  which  such 
agency  or  association  will  operate  a^d 
with  referoice  to  vdiieh  the  authorlza- 
ti(m  has  been  granted. 

Rd^ntion  period:  Not  specified.*  9 
CFR  201.89 

2.37  Packers  rabject  to  tiie  provisions  of 
the  Packers  ai^  Stockyards  Act. 

To  retain  for  the  spedfled  p«dod  of 
time  the  foUowing  records: 

(a)  Chitting  tests;  departmental  trans¬ 
fers;  buyers’  estimates;  drive  sheets; 
scale  tickets  received  fnun  others;  inven¬ 
tory  and  iHxxlucts  in  stenrage;  receiving 
records;  trial  balances;  departmental 
overhead  or  expense  recapitulations; 
bank  statements,  reconciliations  and 
deporit  slips;  production  or  sale  tonnage 
r^xirts  (including  recapitulations  ami 
summaries  of  routes,  branches,  plants, 
etc.) ;  buying  or  selUiig  pricing  instruc¬ 
tions  and  price  lists;  correq^ondence, 
telegrams,  tdetype  communications 
nfemoranda  relating  to  matters  other 
than  contracts,  agreements,  purchase  or 
sales  invoices,  or  claims  or  credit 
memoranda. 

(b)  Kill  sheets,  lot  sheets  or  carcass 
graded  cost  sheets;  carcass  hot  weight 
sheets  and  carcass  test  cost  sheets  by 
lots  for  purchases  of  livestock  on  a  grade 
and  yield  or  grade  or  yield  basis;  con¬ 
tracts  and  agreements;  purchase  In- 
vedees;  sales  invctices;  freight  bills,  biUs 
of  lading  or  shipping  tickets;  scale  tick¬ 
ets  and  weight  records  issued  or  prepared 
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by  the  pecker;  cash  sales  receipts  and 
memoranda;  claims  and  credit  memo¬ 
randa;  canceled  checks  and  drafts;  check 
stubs  or  vouchers;  correqixmdence,  tde- 
grams.  teie^rpe  communications,  and 
memoranda  relating  to  contimcts,  agree¬ 
ments.  purchase  or  sales  invoices,  or 
claims  or  credit  memoranda. 

(c)  Departm^tal  statements  and  sum¬ 
maries;  balance  sheets  and  profit  and 
loss  or  (q;>erating  statements. 

Retention  period:  (a)  1  year;  (b)  2 
years;  (c)  8  years.  9  CFR  203.4 

Waskhousb  Act  or  1016.  as  Amxnpxd 

Regulations  pertaining  to  warehousing 
agricultural  products  as  follows: 

2.38  Licensed  war^oosemen. 

To  keep  copies  of  all  receipts  Issued. 
Retention  period:  Not  specified.  7 
CFR  101.17. 102.20.  103.17. 104.17.  105.17. 
106.17.  107.17.  108.17.  110.17.  111.18. 
112.17. 113.17 

2.39  Licensed  warehonsemen. 

To  retain  each  canceled  receipt. 
Retention  period:  6  years  after  Decern-  . 
ber  31  of  the  year  in  which  receipt  is 
canceled  and  for  such  longo:  period  as 
may  be  necessary  for  the  purpose  of  any 
litigation  which  the  warehouseman 
knows  to  be  pending,  or  as  may  be  re¬ 
quired  by  the  Administrator  in  particular 
cases  to  carry  out  the  purposes  of  the 
act.  7  CFR  101.28. 102.34.  103.28. 104.28. 

105.29.  106.30.  107.31.  108.29.  110.29. 
111.33.  112.29.  113.29 

2.40  Licensed  warehousemen. 

'  To  keep  a  copy  of  his  current  rules  and 
schedule  of  charges  exposed  conspicu¬ 
ously  id  a  place  accessible  to  the  puUic. 

Retention  period:  Required  to  expose 
current  copy  only.  7  CFR  101.29.102.35. 

103.29.  10481.  105.30.  106.31.  107.32. 

108.30. 110.30. 111.34. 11280. 11380 

2.41  licensed  warehousemen. 

Shan  use  for  his  licensed  warehouse  a 
system  of  accounts  approved  for  the  pur¬ 
pose  by  the  Service,  and  maintain  such 
records  as  are  specified. 

Retention  p^od:  Not  specified.  7 
CFR  10183.  102.37,  103.40.  104.28.  105.33, 
106.37,  107.39,  108.33,  110.34,  111.41, 

112.34. 113.36 

2.42  Licensed  warehousemm. 

ShaU  ke^  on  file  an  exact  copy  of  each 
report  required  to  be  submitted  by  such 
warehousonan. 

Retention  period:  As  may  be  pre¬ 
scribed  by  the  Department  or  Sendee. 
7  CFR  101.36,  102.38,  103.41,  104.29. 

105.35,  106.39,  107.42,  108.35.  110.36, 

111.44. 11286, 113.38 

2.43  Licensed  cotton  warehousemen. 

To  keep  copies  of  certificates  covering 
cott<m  stored,  and  copies  of  Form  A 
memorandums  ahd  Form  C  certificates 
issued  by  a  board  of  cotton  examiners 
which  forms  a  basis  of  any  receipt  Issued. 

Retention  period:  1  year  from  date 
of  issuance  and  thereafter  until  receipts 
based  upon  such  certificates  have  beoi 
surrwdered  and  canceled.  7  CFR  101.47 


2.44  Licensed  cotton  wardiousemcn. 

To  keep  records  of  cotton  sampling  in¬ 
cluding  the  written  request.  If  any. 

Retention  period:  Not  specified.  7 
CFR  101.49 

2.45  Lioenaed  dassifiers,  inspectors, 
gradors,  and  weighers  of  agricnltural 
commodities. 

To  keep  copies  of  certificate  Issued 

by  them.  _ 

Retmtion  period:  1  year.  7  CFR 
101.61,  102.69,  10487,  10589,  106.66, 
107.68,  108.59,  110.61,  111.70,  112.59, 
113.65 

2.46  Licensed  wardiouscmen.  ^ 

TO  keep  either  copies  of,  or  the  original 
inspection,  grade  and/or  weight,  certifi¬ 
cates  covering  lots  of  commodities  stored. 

Retention  period:  Not'  specified.  7 
CFR  10289, 10384, 105.46.  106.54. 10785, 
108.47, 11186, 112.49, 113.52 

2.47  licmsed  grain  warehousemen. 

To  keep  records  of  weights,  kinds,  and 
grades  of  all  lots  of  nonstorage  grain 
received  into  and  delivered  from  ware¬ 
houses. 

Retention  period:  Not  specified.  7 
CFR  10280 

2.48  Licensed  warehousemen. 

To  keep  inquiries  received  in  writing 
advising  of  interest  in  deteriorating  com¬ 
modities  stored  in  warehouse. 

Retention  period:  Not  specified.  7 
CFR  102.54,  103.39, 107.51, 108.42, 110.46. 
111.52, 112.43, 113.47 

Feoxral  Sxxd  Act 

Regulations  pertaining  to  growers, 
shippers,  and  procurers  of  seeds  as 
follows: 

2.49  Persons  shipping  agricultural  and 
▼egMable  seeds  subject  to  the  Federal 
Se^  Act  regulaticms.  [Amraded] 

To  keep  complete  records  of  each  lot 
of  agricultural  and  vegetable  seeds  trans¬ 
ported  or  delivered  for  transportation  in 
interstate  cmnmerce. 

Retention  period:  3  years  for  docu- 
ments,  1  year  for  seed  samples.  7  CFR 
201.4-201.7 

2.50  CoundT  shippers  of  agricultural 
seeds  subject  to  the  Federal  Seed  Act 
regulations. 

To  keep  copies  of  origin  declarations 
they  have  issued  and  records  showing 
names  and  addresses  of  growers  or 
country  shippers  from  whom  seeds  were 
purchased,  quantity,  and  date  of  delivery. 

Ret^tlon  period:  3  years.  7  CFR 
201.5  (retention:  201.4) 

2.51  l*rocurer8  of  seeds  from  growers 
subject  to  the  Federal  Seed  Act  regu¬ 
lations. 

To  obtain  and  keep  the  grower's 
declaration. 

Retention  period:  3  years.  7  CFR 
201.7  (retention:  201.4) 

2.52  Growers  of  seeds  subject  to  the 
Federal  Seed  Act  regulations. 

To  keep  copy  at  the  grower's  declara¬ 
tion  and  a  sample  of  the  seed. 


Retention  period:  3  years  for  docu¬ 
ments,  1  year  tar  seed  samples.  7  CFR. 
201.7  (retention:  201.4) 

RxoxTLATzoirs  PnTAXNnia  to  thx  Adhu. 
isTXATzmr  or  thx  Cotton  Acts 

2.53  [Deleted] 

2.54  Licensed  cottonseed  chemists. 

To  keep  records  of  the  analysis  of  each 
Individual  sample  of  cottons^  graded 
as  well  as  books,  piq)ers,  records,  and  ac¬ 
counts  relating  to  the  performance  of 
their  duties  under  the  Agricultural 
Marketing  Act  of  1946  and  the  regula¬ 
tions  made  under  the  act  by  the  Secre¬ 
tary  of  Agriculture. 

Retention  period:  At  least  1  year  after 
dateofanaly^  7  CFR  61.15 

2.55  [Deleted] 

Naval  Stobxs  Act  or  1923,  as  Akendd 

2.56  Accredited  turpentine  and  rosm 
procesjsbrs  for  naval  stores. 
[Amended] 

To  keep  such  records  as  may  be  neces¬ 
sary  to  submit  correct  reports. 

Retention  i)eriod:  Not  specified.  7 
CFR  160.50 

Diversion  Programs 

2.57  Growers  and  growers*  represents* 
tives  participating  in  the  cranberry 
payment  program.  [Added] 

To  keep  records  and  accounts  involv¬ 
ing  any  application  or  claim  for  pay¬ 
ment,  including  records  pertaining  to 
the  weights  of  all  cranberries,  and  all 
computations  made  in  determining  the 
screened  equivedent  of  unscreened 
berries. 

Retention  period:  3  years.  6  CFR 
517.485  ■ 

2.58  Diverters  participating  in  fresh 
irish  potatoes-livestock  feed  diver¬ 
sion  program.  [Added] 

To  keep  records  and  accounts  showing 
the  details  relative  to  the  diversion  and 
disposition  of  such  potatoes. 

Retention  period:  2  years  after  date 
of  last  payment.  6  CFR  519.217  (1961), 
519.238  (1962),  519.259  (1963) 

2.59  Diverters  participating  in  cotton 
and  cotton  byproducts  diversion  pro¬ 
gram.  [Added] 

To  keep  records  and  accounts  with  re¬ 
spect  to  cotton  and  cotton  byproducts 
diverted  under  this  program. 

Retention  period:  3  years  after  final 
payment.  6  CFR  535.14  (1962-63), 

535.34  (1963-64) 

3.  Agricultural  Research  Service 

3.1  Licensed  manufacturers  (domestic 
and  foreign),  distributors,  and  im¬ 
porters  of  biological  products. 

To  keep  detailed  records  of  the  results 
of  tests  for  puri^  and  potency  and  of 
the  methods  of  preservation  of  each 
batch  of  biological  products:  and  of  the 
sale,  shipment,  or  othw  diq;)08ition  of  the 
products. 

Retention  period:  2  years  after  ex¬ 
piration  date  of  the  product  Involved,  or 
longer  if  requested  by  the  Director,  Ani¬ 
mal  Inspection  and  Quarantine  Division. 
9  CFR  116.1  (retention:  116.3) 
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3^  licensees  pi«paring  anti-hog- 
cholera  serum  and  hog-cholera  vims. 

To  keep  records  pertaining  to  virus 
production,  serum  preparation,  and  to 
pigs  used  to  produce  virus. 

Retention  period:  2  years  after  ocpira- 
tion  date  of  the  product  involved,  cc 
longer  if  requested  by  the  Director,  Ani¬ 
mal  Inpection  and  Quarantine  Division. 
9CFR  116.2  (retention:  116.3) 

3.3  Handlers  of  anti-hog-cholera  seram 
or  hog-cholera  virus. 

To  keep  records  pertaining  to  the 
manufacture,  rec^pt,  delivery,  sale, 
prices,  and  disposition  of  serum  and 

virus.  _ 

Retention  period:  2  years.  9  CFR 
131.49 

3.4  Operators  of  approved  feed  lots. 

To  keep  recoit^  of  vaccination  and 

disposition  ot  all  animals.  _ ^ 

Retention  period:  1  year.  9  CFR  120.9 

5.5  Operators  of  approved  feed  lots. 

To  keep  an  inventory  of  animals 
showing  the  daily  admission  to  and  re¬ 
moval  from  the  premises.  _ 

Retention  period:  1  year.  9  CFR  120.9 

4.  Agricultural  Stabilization  and 
Conservation  Service 

4.1  Persons  eligible  for  agricultural  con¬ 
servation  payments. 

To  keep  receipts  or  invoices  of  pur¬ 
chases,  transportatioil,  and  analysis  of 
materials;  and  records  of  seed  collections 
and  production,  labor  and  equipment  ez- 
pmises,  or  other  services  performed  or 
expenditures  made  as  evidence  of  costs 
in  carrying  out  conservation  practices, 
including  any  pH  determinations  issued 
by  the  Extension  Service  or  any  other 
Qualified  agency. 

Retention  period:  2  years  following  the 
close  of  the  applicable  program  year. 
7  CFR  702A41— 705.1080  containing 
numerous  references  to  record  require¬ 
ments  (retention:  7  CFR  708.1) 

4.2  Producers  of  gum  naval  stores  from 
turpentine  trees.  [Amended] 

To  keep  records  of  faces  by  tracts  and 
drifts  in  connection  with  the  Naval 
Stores  and  Agricultural  Conservation 
Programs. 

Retention  pmdod:  ,2  years  following 
close  of  ai^cable  program  year.  1962 — 
7  CFR  706.6;  1963—7  CFR  706.106; 
1964—7  CFR  706.206  (retention:  7  CFR 
708.1) 

Marketino  Quotas  for  Cotton,  Wheat, 
^  Tobacco,  Peanitts,  and  Rice 

4.3  Ginners  of  upland  eottcm. 

To  keep  for  each*bale  of  cotton  or  lot 
less  than  a  bale  ginned  by  him  records 
showing  (a)  date  of  ginning;  (b)  name 
of  operator  of  farm  on  which  cotton  pro¬ 
duced;  (c)  name  of  producer  of  cotton; 
(d)  county  and  State  in  which  farm 
located;  (e)  gin  bale  number  or  mark; 
(f)  serial  number  of  the  gin  ticket  or 
^ipt;  (g)  gross  weifldit  of  each  bale  and 
Qet  weight  of  each  lot  of  lint  cotton  less 
'  than  a  bale;  and  (h)  kind  of  bagging 
used  on  each  bale  if  other  than  Jute. 
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Retention  period:  *  1958  and  succeed-  ; 
ing  crops— until  December  31  of  second  : 
year  following  year  in  which  cotton  is 
planted.  7  CFR  722.36  (retention:  722.- 
40) 

4.4  Buyers  and  transferees  of  upland 
cotton. 

To  keep  for  each  bale  of  cotton  or  lot 
less  than  a  bale  purchased  from  a  pro¬ 
ducer  records  showing  (a)  name  and  ad¬ 
dress  of  the  producer;  (b)  date  pur¬ 
chased;  (c)  original  gin  bale  number  or 
equivalent;  (d)  number  of  pounds  of  lint 
cotton  in  each  bale  and  lot;  (e)  amount 
of  penalties  to  be  collected,  if  any;  and 
(f )  serial  number  of  the  marketing  card 
or  certificate  or  brief  description  of  the 
loan  document  by  which  the  cotton  was 
identified  when  marketed. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted.  7  CFR  722.37, 722.38  (retention: 
722.40) 

4.5  Buyers  and  transferees  of  upland 
cotton  not  identified  by  marketing 
cards,  marketing  certificates,  or  loan 
documents. 

To  keep  Copy  of  report  showing  (a) 
name  and  address  of  producer  from 
whom  purchased;  (b)  date  purchased; 
(c)  original  gin  bale  number  or  other 
information  showing  original  source  of 
the  cotton;  (d)  net  weight  of  each  bale 
or  not  less  than  a  bale;  and  (e)  amount 
of  penalty  collected,  if  any. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — ^until  December  31  ot  second 
year  following  year  in  which  cotton  is 
planted.  7  CFR  722.37, 722.38  (retention : 
722.40) 

4.6  Buyers  and  transferees  of  upland 
eotton  identified  by  maiketing  certifi¬ 
cates. 

To  keep  copy  of  report  of  transactions 
(Form  MQ-91 — Cotton  (Upland) ) . 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — ^until  December  31  of  second 
year  following  year  ^  which  cotton  is 
planted.  7  CJFR  722.37, 722.38  (retention: 
722.40) 

4.7  Warehousemen,  ginners,  buyers, 
processes,  conmum  carrimv,  and 
other  perstms  handling  upland  cot¬ 
ton  from,  fw,  or  on  bdialf  of  the 
prodneer. 

To  keep  records  concerning  such  cot¬ 
ton  so  that  the  accuracy  of  any  reports 
or  other  records  that  may  be  required 
can  be  ch^ed. 

Retention  period:  *  1958  and  succeed- 1 
ing  crops — ^until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted.  7  CFR  722.39  (retention:  722.40) 

4.8  Producers  of  upland  ^cotton  mar¬ 
keted  to  persons  not  within  die 
United  States. 

To  keep  copy  of  certificate  showing 
name  and  address  of  buyer  or  transferee. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops— imtil  Decemb^  31  of  second 

■  For  such  longer  period  at  time  as  may  be 
requested  In  writing  by  the  State  Executive 
Director  or  the  Director. 


year  following  year  in  which  cotton  is 
planted.  7  CFR  722.42 

4.9  C^nnws  of  extra  long  staple  cotton. 

To  keep  for  each  bale  or  lot  less  than 
a  bale  records  showing  (a)  date  of  gin¬ 
ning;  (b)  name  of  the  operator  of  the 
farm  on  which  produced;  (c)  name  of 
the  producer;  (d)  county  and  State  in 
which  produced;  (e)  gin  bale  number  or 
mark;  (f)  serial  number  of  the  gin  ticket 
or  receipt;  (g)  gross  weight  of  each  bale 
and  net  weight  of  each  lot  less  than  a 
bale;  and  (h)  kind  of  bagging  used  if 
other  than  jute. 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — ^until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted.  7  CPR  722.136  (retention: 
722.140) 

4.10  Buyers  and  transferees  of  extra  long 
staple  cotum. 

To  keep  for  each  bale  or  lot  less  than 
a  bale  records  showing  (a)  name  and 
address  of  producer  from  whom  pur¬ 
chased;  (b)  date  purchased;  (c)  original 
gin  bale  number  or  other  infortnation 
showing  origin  and  weight  of  cotton; 
(d)  number  of  pounds  in  each  bale  and 
lot.  purchased;  and  (e)  penalties  to  be 
collected,  if  any. 

Retention  period:  *  1958  and  succeed- 
.ing  crops — ^until  December  31  of  second 
year  following  year  in  which  cotton  is 
planted.  7  CPR  722.137,  722.138  (reten¬ 
tion:  722.140) 

4.11  Buyers  and  transferees  of  extra  long 
staple  cotton  not  identified  by  mar¬ 
keting  cards,  maiketing  certificates, 
(w  loan  documents. 

To  keep  copy  of  report  showing  (a) 
name  and  address  of  the  producer  from 
whom  purchased;  (b)  date  purchased; 
(c)  original  gin  bale  number  or  other 
information- showing  original  source  of 
the  cotton;  (d)  net  weight  of  each  bale 
or  lot  less  than  a  bale;  and  (e)  amount 
of  penalty  collected,  if  any. 

Retention  period:  *^1958  and  succeed¬ 
ing  crops — ^until  Dec^ber  31  of  second 
year  following  year  in  which  cotton  is 
planted.  7  CPR  722.137,  722.138  (reten¬ 
tion:  722.140) 

4.12  Buyers  and  transferees  of  extra 
long  staple  cotton  identified  by  mar¬ 
keting  cmtificates. 

To  keep  copy  of  report  of  transaction 
(Form  MQ-91— Cotton  (ELS) ) . 

Retention  period:  *  1958  and  succeed¬ 
ing  crops — ^until  December  31  of  second 
year  following  year  in  which  cotton  is 
'  planted.  7  CFR  722.137,  722.138  (reten¬ 
tion:  722.140) 

4.13  Warehousemen,  ginners,  buyers, 
processors,  eommon  carriers,  and 
other  pwsons  handling  extra  long 
staple  cotton  from,  for,  or  cm  bdhalf 
of  the  producer. 

TO  keep  records  concerning  such  cot¬ 
ton,  so  that  the  accuracy  of  any  reports 
or  other  records  that  may  be  required 
can  be  checked. 

Retention  period:  *  1958  and  succeed- 
,  ing  cxtq;)6 — until  December  31  of  second 
year  following  year  in  which  cotton  is 
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planted.  T  CFR  722.1lt  (retition: 
722.140) 

4.14  PkedMtaef  amlcMvaMviewa- 
ton  marketed  lo  pcraona  aot  witkia 
the  Uaited  Statea. 

To  keq;)  copy  of  oerttflcate  ahovimr 
name  and  addresa  of  boyar  or  trana- 
feree. 

Retottton  period:  *  lOM  and  aueeeed- 
Inc  cropa—^Ul  December  SI  of  aeoond 
year  foUowing  yemr  in  which  cotton  la 
planted.  T  CFR  712.142 

4.15  Prodncera  and  prodncer-mano- 
facturera  of  cifar-filler  tobacco, 
cicar>fillcr  and  binder  ftobeceo,  and 
cicar-binder  tobacco  vnder  market.* 
inf  qnota  regulatkma.  CAnaandedl 

To  keep  copies  of  specified  reports  on 
production  and  disposition  of  tobacco. 

RetehUon  period:  *  196i>62  markettag 
year — until  September  80,  1004.  7  CFR 

723.1252,  783.1260;  1062-63  marketing 
year— until  September  30,  1865,  7  CFR 

723.1352.  723.1360;  1063-64  and  succeed¬ 
ing  marketing  years— ^eacs  after  end  of 
marketing  year,  7  CFR  724J)8,  724.100 

4.16  Bnyera  of  cigar-fiBcr  tobacco, 
cigar-filler  and  binder  tobacco,  and 
cigar-binder  tobacco  nnder  nuirkci- 
ing  quota  regulations.  C4  mended] 

To  keep  records  with  respect  to  each 
sale  of  tobacco  made  by  producer  to 
buyer,  and  to  furnish  the  name  of  the 
farm  operator  and  the  amount  of  each 
grade  of  tobacco  obtained  from  the 
gradhig  of  tobacco  from  each  farm;  also 
to  record  other  Qtecifled  Information 
and  maintain  records  of  sale  and  dis¬ 
position  of  tobacco;  and  to  keep  copies 
of  required  reports. 

Retei^ion  p^od:  *  1061-62  marketing 
year — until  September  30,  1064,  7  CFR 

723.1253.  723.1260;  1862-63  marketing 
year — until  S^tember  30,  1065,  7  CFR 

723.1353,  723.1360;  1863-64  and  succeed¬ 
ing  marketing  years — 2  years  after  end  of 
marketing  year,  7  CFR  724.103,  724.100 

4.17  Trackers  and  persons  engaged  in 
sorting,  stemming,  paddng,  or  other-' 
wise  processing  cigar-filler  tobacco, 
cigar-filler  and  binder  tobacco,  and 
cigar-binder  tobacco,  t  Amended] 

To  keep  o(»nplete  and  detailed  reoor^ 
containing  sp^fied  information  con¬ 
cerning  each  lot  of  tobacco  received  and 
copies  of  required  reports. 

Retention  period:  *  1061-62  marketing 
year— until  S^tember  30.  1064,  7  CFR 
723.1256.  723^266;  1062-63  marketing 
year — until  September  30,  1065,  7  CFR 

723.1356.  723.1360;  1063-64  and  succeed¬ 
ing  marketing  years — 2  years  after  end  of 
marketing  year,  7  CFR  724.105.  724.100 

4.18  Pradacers  of  builey,  floa-cored, 
fire-cured,  dark  air<sired,  and  Vir¬ 
ginia  sun-enrad  tobacco.- 
[Amended] 

To  keep  copies  of  reports  with  img>ect 
to  disposition  of  tobacco  marketed  and 
(a)  number  of  acres  harvested,  (b)  total 
production,  (c)  amount  on  hand  and  its 


*  For  such  longsr  period  of  time  as  may  be 
requested  In  writing  by  tbe  State  EasoWUTe 
Director  or  tiie  Dlreclor. 


Ibeattott,  and  (d)  for  eadb  lot  marketed, 
imaae  and  addreat  of  person  to  or  through 
whom  marioated,  grom  price,  number  of 
pounds  marketed,  and  date  of  maiketing. 

Retenticm  period:  *  1961-62  marketing 
year — until  June  30.  1064,  for  flue-cured 
tobacco  and  until  September  30, 1064,  for 
hurley,  fire-cured,  dark  air -cured,  and 
Virginia  eun-cured  tobacco,  7  CFR  725.- 
1261, 726.1266;  1062-63  marketing  year — 
imtil  June  SO,  1965,  for  flue-cured  to¬ 
bacco  and  until  September  SO,  1965,  for 
buifey,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco,  7  CFR 

726.1352.  725.1360;  1963-64  and  succeed¬ 
ing  marketing  years — ^2  years  after  end 
of  marketing  year.  7  CFR  724.98, 724.109 

4.19  Warebousemea  handUng  hurley, 
flue-cured,  fire-cured,  dark  air- 
enred,  aiid  Virgiiua  sua-enred 
tobao^  (Amended] 

To  ke^  records  that  will  permit  fur¬ 
nishing  detailed  information  of  all  trans¬ 
actions. 

Retoition  period:  *  1061-62  marketli^ 
year — until  June  30.  1064.  for  flue-cured 
tobacco  and  until  September  30, 1064,  for 
burley,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco.  7  CFR  725.- 

1253,  725.1260;  1062-63  marketing  year— 
until  June  30,  1065,  for  flue-cured  to¬ 
bacco  and  until  September  30,  1065,  for 
burley,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco,  7  CFR 

725.1353.  725.1360;  1063-64  and  succeed¬ 
ing  marketing  years— 2  years  after 

of  marketing  year,  7  CFR  724J)0.  724.109 

4JiO  Dealers  handling  burley,  flue- 
cured,  fire-cured,  dark  air-ciued,  and 
Virginia  sun-cured  tobacco. 
[Amended] 

To  keep  records  that  will  permit  fur¬ 
nishing  detailed  information  of  aU  trans¬ 
actions. 

Retention  period; '  1961-62  marketing 
year —  until  June  30. 1964,  for  flue-cured 
tobacco  and  until  September  30, 1064,  for 
burley,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco.  7  CFR  725.- 

1254,  725.1260;  1962-63  maiketing  year — 
until  Jime  30.  1965,  for  flue-cured  to¬ 
bacco  and  tmtil  September  30,  1065,  for 
burley,  fire-cured,  dark  air-cured,  and 
Virginia  sun-cured  tobacco,  7  CFR 

725.1354.  725.1360;  1063-64  and  succeed¬ 
ing  marketing  years — 2  years  after  end 
of  marketing  year,  7  CFR  724.101, 724.109 

4.21  Trackers  and  persons  redrying, 
prizing,  or  stemming  barley,  flue- 
cured,  fire-cured,  dark  air-cured,  and 
Virginia  snn-enred  tobacco. 
(Amended] 

To  ke^  complete  and  detailed  records 
containing  specified  information  con¬ 
cerning  each  lot  of  tobacco  received  and 
copies  of  required  reports. 

Retention  period: '  1961-62  maiketing 
year — until  June  30, 1964.  for  flue-cured 
tobacco  and  until  S^temher  80, 1964,  for 
burley,  fire-cored,  dark  air-cured,  and 
Virgil  sun-eesred  tobacco,  7  CFR  786.- 
1256, 725.1260;  1962-63  marketing  year— 
until  June  SO.  1065,  for  flue-cured  to¬ 
bacco  and  until  September  36,  lOtt,  for 
burley,  fire-cured,  dark  air-oored,  and 


Virginia  sun-cured  tobacco,  7  CFk 

725.1356,  725.1360;  1063-64  and  succeed¬ 
ing  marketing  years — 2  years  after  end 
of  marketing  year,  7  CFR  724.105, 724.109 

4.22  Producen  of  Maryland  tobacco. 
(Amended] 

To  keep  eapla  of  reports  with  respect 
to  acreage,  production,  and  disposition 
of  tobacco  pnxfoced  showing  (a)  number 
of  fields  and  imres  harvested,  (b)  total 
pounds  produced,  (e)  amount  on  haryi 
and  its  location,  and  <d)  for  each  lot 
marketed,  name  and  address  of  person 
through  whom  marketed,  number  of 
pounds  marketed,  gross  price,  and  date 
of  marketing. 

Retention  period:  *  1061-62  marketing 
year — ^until  September  30,  1964,  7  CFR 

727.1252,  727.1260;  1962-63  marketing 
year — until  September  SO,  1965,  7  CFR 

727.1352,  727.1360;  1963-64  and  succeed¬ 
ing  marketing  years-Ljt  years  after  eiti 
of  maiketing  year,  7  CFR  724.98,  724.109 

4.23  Warehousemen  bendling  Maryland 
tobaccob  [Amended] 

To  keep  reemrds  that  will  permit  fur¬ 
nishing  detailed  infoimation  on  aU 
tranaaethms. 

Retention  period: '  19^-62  marketing 
year— dntil  September  80,  1964,  7  CFR 

727.1253,  727.1260;  1062-63  marketing 
year— until  September  SO,  1965,  7  CFR 

727.1353,  727.1360;  1963-64  and  succeed¬ 
ing  marketing  years — 2  years  after  end 
oi  marketing  year,  7CIR  724.100, 724.109 

4.24  Dealers  handling  Maryland  to* 
bacco.  [Amended] 

To  keo)  eomplete  and  detailed  records 
showing  all  purchases  and  resales  of  to- 
baeeo  made  by  or  for  the  dealer,  and 
reealCB  of  tobacco  bought  from  crops  pro¬ 
duced  prior  to  1058  (for  1958-59  market¬ 
ing  year) ;  and  to  keep  c(H>ies  of  required 
reports. 

Retention  period;  *  1061^  marketing 
year— until  fikgitember  30,  1964,  7  CIFR 

727.1254,  727.1260;  1962-63  marketing 
year — until  Septmnber  30.  1965.  7  CFR 

727.1353,  727.1360;  1963-64  and  succeed¬ 
ing  marketing  years — 2  years  after  end 
of  marketing  year,  7  CFR  724.101, 724.109 

4.25  Trackors  and  persona  redrying, 
prizing,  or  stemming  Maryland  to¬ 
bacco.  [Amended] 

To  keep  complete  and  detailed  records 
containing  qiecifled  information  con¬ 
cerning  each  lot  of  tobacco  received,  and 
c<q>iee  of  requbed  repenis. 

Retention  period:  *  1961-62  marketing 
year — ^tmtil  S^tember  30,  1964,  7  CFR 
727.1256,  727.1260;  1962^3  marketing 
year — ^untll  September  30,  1965,  7  CTR 

727.1356,  727.1860;  1963-64  and  succeed¬ 
ing  years — 3  years  after  end 

of  mu*keting  year.  7  CFR  724.105, 724.109 

4 HanAcrs  of  shade-grown  cigar-leaf 
tobacco.  [  Amended  ] 

To  keep  books  imd  records  showing 
details  of  handlTng  of  the  tobacco  in¬ 
cluding  grower’s  nsms  and  address,  han¬ 
dling  omitiflemte,  priming  number,  date 
of  reoript,  etc. 

Retsntton  period:  •  years.  7  CFR 
1201.60, 1201.190 
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4.27  Wheat  producers,  warehousemen, 
elevatcMT  <^>eraA<Ma,  feeders,  fwoees- 
sors  or  transferees,  and  buyers. 

To  keep  records  of  wheat  transactions 
(as  specified  in  the  regulations) . 

Retention  period:  2  calendar  years  be¬ 
yond  the  calendar  year  in  which  the 
marketing  year  ends  and  indefinite.' 
7  CPR  728.1173, 728.1174, 728.1177 

4.28  Peanut  producers. 

To  keep  copies  of  specified  reports  on 
disposition  of  peanuts  produced  and 
marketed. 

Retention  period:  *  3  yecurs  following 
end  of  pertinent  marketing  year.  7  CFR 

729.1056. 729.1062. 729.1466. 729.1480 

4.29  Peanut  buyers. 

To  keep  detailed  records  of  peanuts 
marketed  and  sales  memoranda  with  re¬ 
spect  to  farmers  stock  peanuts  and 
shelled  peanuts  purchased  from  pro¬ 
ducers. 

Retention  period:  *  3  years  following 
end  of  pertinent  marketi^  year.  7  CFR 
729.1057,  729.1062. 729.1470,  729.1480 

4.30  Peanut  shellers. 

To  maintain  detailed  records  and  keep 
copies  of  reports  pertaining  to  the  shell¬ 
ing  of  each  lot  of  peanuts  (including  rec¬ 
ord  of  peanuts  retained  by  the  sheller) 
as  specified  in  the  regulations. 

Retention  period:  *  3  years  following 
end  of  pertinent  marketing  year.  7  CFR 

729.1058. 729.1062. 729.1475. 729.1480 

4.31  Rice  producers,  warehousemen, 
mill  or  elevator  operaUm,  other 
processors  or  transferees,  and 
buyers. 

V 

To  keep  records  of  rice  transactions  as 
prescribed. 

Retention  period:  2  calendar  years  be¬ 
yond  the  calendar  year  in  which  the 
marketing  year  ends.  7  CFR  730.984, 
730.985,  730.988 

Import  Quotas  amd  FAnt  Waok  Ratks 
Uimn  THX  Sugar  Act 

432  Imp<Mrters  or  persons  bringing 
sugar  and  liquid  sugar  into  the  eonti- 
nental  Unh^  States  from  domestic 
offshore  areas  and  foreign  countries. 

To  k^p  records  of  operations  and 
transactions  pertaining  to  sugar  and 
liquid  sugar  including  detailed  informa¬ 
tion  for  each  unit  of  sugar  tested  and  for 
each  processing  facility. 

Retention  period:  2  years  following 
end  of  calendar  year  in  which  sugar  is 
imported  or  brought  into  the  United 
States.  7  CFR  810.9 

4.33  Persons  maiheting  sugar  and 
liquid  sugar  produced  from  sugar 
beets  and  sugarcane  grown  in  the 
continental  United  States  and  mar* 
keting  sugar  for  consumption  in 
Territ<M7  of  Hawaii  and  in  Pnmto 
Rico. 

To  keep  records  of  processings,  receipts, 
and  marketings  of  sugar  and  liquid  sugar. 

Retention  period:  2  years  following 
the  end  of  the  calendar  year  in  which 
sugar  is  marketed.  7  CFR  816.8 


*Por  such  longer  period  of  time  as  may 
w  requested  In  writing  by  the  State  Execu¬ 
tive  Director  or  the  Urector. 
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4.34  Persons  importing  sugar  and  liquid 
sugar  into  the  continental  United 
States  (including  impmrters,  main¬ 
land  refiners,  allottees  of  offshore 
domestic  sugar  quotas,  shipping  eom- 
panies,  perscms  engag^  in  the  move¬ 
ment  of  sugar  in  interstate  and  for¬ 
eign  commerce,  and  surety  com¬ 
panies  nndmtaking  oUigati<ms  with 
respect  to  ipip<Mled  sugar). 

To  keep  records  of  receipt,  processing, 
and  movement  of  sugar  and  liquid  sugar 
and  of  tests,  gallonages,  and  weights  per¬ 
taining  thereto. 

Retention  period:  2  years  following 
end  of  calendar  year  in  which  sugar  is 
imported  or  disposed  of.  7  CTR  817.11 

4.35  Importers  of  non-quota  purchase 
sugar  imports. 

To  keep  an  accurate  record  of  the  re¬ 
ceipt,  processing,  and  movement  of  sugar 
and  liquid  sugar. 

Retention:  2  years  following  the  md 
of  the  calendar  yegr  in  which  the  sugar 
was  imported  into  the  United  States.  7 
CFR  819.10 

4.36  Employers  of  Virgin  Islands  ap¬ 
prentice  operators  of  mechanicjd 
loaders  and  tractors  in  the  sugar  in¬ 
dustry. 

To  keep  a  copy  of  the  certificate  of 
lecumer  or  apprentice  issued  by  the  St. 
Croix  Municipal  Wage  Commissioner. 

Retentioil  period:  Not  specified.  7 
CFR  Part  868 

4.37  Employers  of  Virgin  Islands  handi- 
capp^  woihers  in  the  sugar  industry. 

To  keep  a  copy  of  the  certificate  of 
individual  worker  impairment  issued  by 
the  St.  (Troix  Municipal  Council  Wage 
Commissioner. 

Retention  perio'd:  Not  specified.  7 

CFR  Part  868 

Regulations  for  the  Marketing  Order 
Program  for  Dairy  Products  Under 
THE  Agricultural  Marketing  Act  or 
1937,  AS  Amended 

4.38  Milk  handlers. 

To  keep  detailed  and  summary  ac¬ 
counts,  books,  and  records  with  respect 
to  (a)  the  receipts  and  utilization  of  all 
milk,  skim  milk,  and  butterfat  handled, 
including  all  milk  products  received  and 
disposed  of  in  the  same  form;  (b)  Uie 
weights  and  butterfat  content  of  all  milk 
and  milk  products  handled;  and  (c)  pay¬ 
ments  to  producers  and  cooperative  as¬ 
sociations  of  producers  and  such  other 
information  as  the  market  administra¬ 
tor  may  require. 

Retention  period:  3  years,  to  begin  at 
the  end  of  the  calendar  month  to  which 
such  accoimts  and  records  pertain,  or  for 
a  longer  period  if  notified  by  the  Market 
Administrator.  7  CFR  Parts  1001— 1159. 
(See  specific  milk  marketing  area.). 

5.  Commodity  Credit  Corporation 

5.1  Cotqienitive  marketing  aasociations 
of  produeow  partiapating  in  the 
Rice  Loan  and  Purchase  programs. 
[Amended] 

To  maintain  records  of  the  total  quan¬ 
tity  of  rough  rice  acquired  by  or  ddUvered 


to  the  association  from  all  sources,  the 
quantity  of  eligible  rice  delivered  by 
eligible  producer  members,  and  separate 
records  of  both  eligible  and  Ineligible 
rice. 

Retention  period:  1958  crop— at  least 
until  May  1,  1964,  6  CFR  421.3337;  1959 
crop — at  least  until  May  1,  1965,  6  CFR 
421.4337;  1960  crop — at  least  until  May  1, 
1966,  6  CFR  421.5338;  1961  crop — at  least 
until  May  1.  1967,  6  CFR  421.438;  1962 
crop — at  least  until  May  1,  1968,  6  CFR 
421.1503;  1963  crop — at  least  until  May  1, 
1969,  7  CFR  1421.2703 

5.2  Cottonseed  crushers  participating  in 
the  Cottonseed  Price  Support  pro¬ 
gram.  [Amended] 

To  keep  complete  emd  detailed  records 
as  specified  with  respect  to  all  purchases 
of  cottonseed  and  other  specified  trans¬ 
actions. 

Retention  period :  At  least  3  years  from 
the  last  date  any  of  the  products  ten¬ 
dered  by  the  crusher  have  been  ddivered. 

6  (3FR  443.1769  (1961),  443.1869  (1962) ; 

7  CFR  1443.1979  (1963) 

5.3  Cooperative  associations  of  pro¬ 
ducers  participating  in  the  Tung  Nut 
Price  Support  program.  [  Amended  ] 

To  maintain  detailed  records  as  speci¬ 
fied  pertaining  to  quantities  of  tung  nuts 
and  tung  nut  oil  obtained  and  processed. 

Retention  period:  1961  crop — ^until 
July  1,  1964,  6  CFR  443.204;  1962  crop— 
until  July  1.  1965,  6  CFR  443.304;  1963 
and  succeedW  crop  years — 3  years  after 
December  31  of  the  crop  year  to  which 
they  pertain.  7  CFR  1443.333 

5.4  Peanut  sheUers  participating  in  the 
Peanut  Price  Support  program. 
[Amended] 

To  keep  accounts  with  respect  to  the 
production  and  purchase  of  No.  2  pea¬ 
nuts  and  farmers  stock  peanuts  from 
which  No.  2  peanuts  were  produced,  in¬ 
cluding  types,  grades,  and  quantity, 
names  and  addresses  of  producers,  and 
date  and  place  received. 

Retention  period:  3  years  after  the  last 
No.  2  peanuts  are  delivered  to  CCC.  6 
CFR  446.1345  (1961),  446.1449  (1962); 

7  CFR  1446.1548  (1963) 

^.5  Mohair  producers  participating  in 
the  Payment  Program  for  M<^ir, 
and  their  marketing  agencies. 
[Amended] 

To  maintain  books,  records,  and  ac¬ 
counts  showing  the  marketing  of  mohair 
bn  which  an  application  for  payment  is . 
based. 

Retention  period :  3  years.  7  cm 
1468.163,  1468.227 

5.6  Wool  producers  participating  in  the 
Incentive  Payment  Ingram  for 
Shorn  Wool,  and  their  marketing 
agencies.  [Amended] 

To  maintain  books,  records,  and  ac¬ 
counts  showing:  purchases  of  lambs  on 
and  after  April  1,  1956,  and  marketing 
of  wool  or  lambs  on  which  application 
is  based. 

Retention  period;  3  years.  7  CFR 
1472.1058,  1472.1158 


5.7  L«db  aad  fMofiats  pvadMan  par*  eoa 
tk^atiac  ia  tlae  Plafineat  haiawM  OOp: 
far  Laada  awl  Yaaritaps  (Palled  paa 
We^)«  end  pemais  (arakhiaK  evi-  mwt 
denoe  to  an  applicant  to  enable  kfaa  in  % 
to  reeelve  pafincnt  ander  the  pro*  n 
gnua.  {Anwaded] 

To  matiitaln  books,  inooixlB.  and  an*  ten 
ooontB  dxiwlng  parchasee  of  tpuJkhti  ,  , 
lambs  on  or  after  April  1,  1855,  and 
maikettnc  of  unshorn  lamhs  on  whidi 

application  for  pajment  is  based.  _ 

Retention  period:  5  jears.  7  CFR 
1472.1058,  1472.115S 

5.8  Deelers  selling  dengwated  sarphu 
feed  grains  or  approved  ndxed  feed 
to  farmers  anmr  the  EaMsgcncy 
Feed  Program.  [Amended] 

,  To  maintain  books  and  records  which 
will  pennit  verification  of  all  transac¬ 
tions  t^th  regard  to  farmer’s  purchase 
orders  and  dealer’s  certificates. 

Retention  period :  At  least  3  full  years 
following  exchange  of  the  purchase  or¬ 
der  for  dealer’s  certificate  (or  to  be 
longer  if  requested  by  the  Commodity 
Credit  Corporation).  7  CTR  1475.161 

5.9  Handlers  and  warehousemen  per* 
f<Hming  transactions  with  regard  to 
delivery  orders  under  the  livestock 
Feed  Program.  [Amended] 

To  maintain  books  and  records  which 
win  permit  verlficatibn  of  aU  transac- 
tlons  with  regard  to  delivery  orders. 

Retention  period;  At  least  S  full  years 
following  deliveries  against  d<divery  m*- 
den  (or  to  be  kept  longer  if  requested 
by  the  Commodity  Credit  (Corporation) . 

7  CFR  1475.213 

5.10  [Transferred  to  1.5] 

5.11  Exporters  participating  Jn  the 
Commodity  Credit  Corporatioa*s 
wheat  and  wheat  flonr  export  pay¬ 
ment  programs  under  the  Interna¬ 
tional  Wheat  Agreement. 

[Amended] 

To>keep  accurate  records  showing  sales 
and  deliveries  of  wheat  or  fiour  exported 
or  to  be  exported  in  connection  with  the 
programs. 

Retention  period:  2  years  after  date 
of  export.  7  CFR  1483.177, 1483.277 

5.12  [Transferred  to  1.4] 

5.13  [Transferred  to  1.5] 

5.14  [Transferred  to  1.6] 

6.  Commodity  Exchonga  Auihority  [Ddeted] 

6.1  Futures  commission  merchants  de¬ 
positing  customers’  monies  in  a  hank 
€fr  trust  company. 

Must  secure  a  written  waiver  sirrin 
ment  from  such  bank  or  trust  company 
and  keep  as  a  record  an  executed  copy 
of  this  agreement. 

Retention  period:  6  years  from  date  of 
closing  of  such  bank  account.*  IT  CFR 
1.20  (retention:  1.31) 

6.2  Futures  commission  merchants  in¬ 
vesting  costomers*  money  or  loaning 
customers*  money  on  the  security  of 
negotiable  warehouse  receipts. 

To  deposit  such  obligations,  securities 
and  warehouse  receipts  in  safekeeping 
with  a  bank,  trust  company  or  clearing 
organization,  or  clearing  menti)er  of  a 


Retention  period:  5  years.*  17  C!FE 
1.36  (retention:  1.31) 

6.10  Fntnres  commission  merchants  and 
elearhig  wenshara  of  eontraet  mar* 
kets. 

To  prepare  and  keep  in  permanent 
fonn  the  following:  (a)  A 
ledger  record  dtiowing  all  charges  against 
and  credits  to  each  customer’s  account; 
(b)  a  record  of  transactions  showhig  for 
each  account  aXL  commodity  futures 
transactions  executed  for  such  account, 
including  date,  price,  quantity,  market, 
commodity,  and  future;  (c)  a  record  or 
Journal  showing  for  each  day  complete 
details  of  sdl  commodity  futures  trans¬ 
actions  executed,  Including  date,  price, 
quantity,  market,  commodity,  future, 
and  the  person  for  whom  such  transac¬ 
tion  was  mgde  (In  the  case  of  clearing 
members,  the  record  or  Journal  should 
also  show  the  fioor  broker  or  other  per¬ 
son  executing  each  transaction  and  the 
o]K>osite  clearing  member  with  whom  it 
wasmsule). 

Retention  period:  5  years.*  17  C!FR 
1,35  (retention:  1.31) 

6.11  Futures  commiMion  mer<^ant8. 

To  keep  record  of  all  securities  and 
property  (other  than  money)  received 
from  customers  to  margin,  guarantee  or 
secure  trades  and  contracts  including 
description  of  securities  and  property, 
name  and  address  of  custmner,  date  re¬ 
ceived  and  returned  or  otherwise  dis¬ 
posed  of. 

Retoition  period:  5  years  from  date 
of  return  of  i»(«>erty.*  IT  CJFR  1.36  (re¬ 
lation:  1.31) 


To  keep  the  following  records  re  obli¬ 
gations  and  investment  securities,  date 
investments  made,  name  of  penon  from 
or  through  whom  obligations  bouidxt, 
amount  of  money  paid,  deacripticn  of 
obligations  or  seciirities,  date  dioxtsition 
made  and  amount  reo^ved  therefor, 
name  of  person  to  or  through  whom  sold; 
and  the  following  records  re  warehouse 
receipts,  date  loan  made,  name  of  person 
to  whmn  funds  loaned,  amount  loaned, 
description  of  warehouse  receipts,  da^ 
and  particulars  of  any  changes  or  8id>- 
stitutioDs,  date  on  which  loan  r^;)aid. 

Retenticm  period:  5  years  after  inveet- 
ment  liquidated  or  loan  paid.*,^  17  CFR 
1.27  (retention:  1.31) 

6.4  Futures  commission  merclumts. 

To  ke^  a  record  of  the  daily  oomputa- 
tl(m  of  money,  securities  and  property 
which  must  be  segregated  for  customers. 

Retention  period:  5  years.*  17  CFR 

1.32  (retention:  L31) 

6.5  Futures  coanmission  merdiaiits. 

To  keep  records  furnished  customers 
as  of  close  of  last  business  day  of  each 
cstiendar  month,  or  as  of  any  regular 
monthly  date  selected  showing  cus¬ 
tomer’s  position  in  each  future. 

period:  5  years.*  17  CFR  6*12  Futures  commission  merchants  and 

1.33  (rHenticm:  1.31)  members  ot  cantmet  markets. 

To  keep  record  showing  for  each  fu¬ 
tures  account  name,  address  and  prin- 

To  keep  copy  of  confirmation  of  the  cipal  occupation  or  business  of  person  for 
execution  of  any  trade  originated  by  whmn  account  is  carried  unri  na.nift«  of 
controller  oi  accounts.  _  persons  guaranteeing  account  or  exercis- 

Rrtention  period:  5  years.*  IT  CFR  ing  tiwdlng  cemtiol  over  account. 

1.3Sa  (retention:  151)  Retenticm  period:  5  years  from  date 

6.7  Futures  commission  merchants.  J^^unt  closed.*  17  ^  157  (retention: 

To  keep  a  “point  balance”  record  of  ^ 
all  (H>en  trades  or  contracts  of  customers  ixmtract  markets, 

as  ci  last  day  of  business  of  each  calen-  To  keep  record  of  each  transaction 
dar  month  <h:  any  regular  monthly  date  wherein  a  member  acts  for  both  a  buyer 
selected.  and  a  seller.  Including  the  date,  price, 

R^ention  period:  5  years.*  IT  CFR  quantity,  kind  of  commodity,  delivery 
154  (retention:  151)  nmnth,  by  whom  executed,  and  the  exact 

time  of  execution. 

Retention  period:  5  years.*  17  CFR 
6.9  Futures  commisskm  merchants  and  (retention:  151) 

«  mendters  of  contract  nuukela.  6.14  Contract  markets. 

To  keep  fun  and  complete  record  of  all  Must  require  warehouse  operators 
futures  and  cash  transactions  ineiuding  whose  receipts  are  ddiverable  in  satis- 
all  orders,  trading  cards,  signature  cards,  faction  of  futures  contracts  made  on  or 
street  books.  JcHimals,  ledgers,  subject  to  the  rules  of  the  contract  mar- 

chedcs,  copies  of  confirmations,  state-  ket  to  ke^  records  showing  stocks  traded 
ments  of  purchase  and  sale,  together  for  ftiture  delivery  on  such  contract 
with  an  other  data  and  m«>mnrAiidft  and  markets,  in  store  by  kind, '  class,  and 
records  of  every  sort  pertaining  to  cash  grade.  Including  lots  and  parcels  stored 
and  future  transaettooa.  apecially  or  separately. 

Retention  period:  5  years.*  17  CFR 
1.44  (retention:  151) 

6.15  Penons  having  or  oimtrolling  a  ^ 
portable  position  in  commodity 
futures. 

To  keep  books  and  records  showing 
an  details  of  such  position  and  an  trans- 


*  After  S  years  the  person  required  to  keep 
such  books  and  records  may  at  bis  option 
aubstttnta  pbotograiAilo  reproductions  there¬ 
of  on  film,  together  with  fsoilltlas  for  tiie 
projection  of  such  film  In  a  w^^""***  which 
wm  pennlt  it  to  he  readiiy  Inspected  or 
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actions  r^ted  theiseto  ;  the  name  and 
address  of  each  person  whose  c<xnmodi^ 
futures  accouni  Is  controlled  by  the  re¬ 
porting  trader,  and  of  each  person  who 
controls,  or  has  a  financial  interest  In, 
or  guarantees  the  account  of  the  report¬ 
ing  trader;  If  the  reporting  trader  is  a 
partnership,  the  name  and  address  of 
each  partner;  if  a  corporation,  the  names 
and  addresses  of  the  person  or  persons 
who  direct  trading  activities,  and  the 
pomp  and  address  of  the  parent  corpora¬ 
tion  and  subsidiaries  or  affiliates. 

Retention  period:  5  years.*  17  CPR 
18.04, 18.05  (retention:  1.31) 

7.  Farmers  Home  Administration 

7.1  Borrowers  operating  under  farm 
and  home  annual  plans. 

To  TWftiwtftin  records  of  income,  ex¬ 
penses,  apd  operations. 

Retention  period:  Until  summarized 
and  reflected  in  the  Agency’s  official  rec¬ 
ords.  6CFR302.3 

7.2  [Deleted] 

8.  Federal  Crop  Insurance  Corporation 

8.1  Insured  under  Federal  Crop  Insur¬ 
ance  Corporation. 

To  keep  records  of  harvesting,  storage, 
shipments,  sale,  or  other  disposition  of 
all  barley,  dry  beans,  citrus,  combined 
crops,  com,  cotton,  fiax,  grain  sorghum, 
oats,  peanuts,  potatoes,  canning  and 
freezing  peas,  dry  peas,  rice,  rye,  salfiower, 
soybeans,  tobacco,  tomatoes,  and  wheat 
produced  on  each  insurance  unit  covered 
by  the  contract,  and  separate  records 
showing  the  same  information  for  pro¬ 
duction  on  any  uninsured  acreage  of  the 
Insured  crop  in  the  county  in  which  he 
has  an  interest. 

Retention  period:  2  years  after  time  of 
loss.  7  CFR  401.11,  sec.  19 

II.  DEPARTMENT  OF 
COMMBtCE 

A 

1.  Area  Redevelopment 
Administration 

1.1  Recipients  of  loans  and  grants. 

To  keep  and  preserve  records  for 
financial  assistance  so  long  as  any  sum 
shall  be  due  and  unpaid  to  the  Govern¬ 
ment  on  account  of  any  loan  under  sec¬ 
tions  6,  7,  8,  Public  Law  87-27,  May  1, 
1961,  full  written  records,  accurately  dis¬ 
closing  the  amount  and  the  disposition 
by  such  recipient  of  the  proceeds  of  any 
such  assistance,  together  with  other 
funds  applied  to  such  project,  all  as  shall 
specifically  identify  a  compliance  with 
the  requirements  of  the  Act  and  the 
terms  upon  which  such  financial  assist¬ 
ance  has  been  mside. 

Retention  period:  Until  final  pasmient 
has  been  made  to  the  Government  or  at 
least  2  years  following  the  completion  of 
all  work  on  the  project,  whichever  is 
longer.  13  CFR  304.8 

1.2  Application  of  grant  funds. 

To  keep  detailed  records  refiecting 
work  progress,  expenditures  and  com- 
i^toents,  and  to  indicate  the  relation¬ 
ship  to  estimated  costs  and  schedules. 

Retention  period:  For  and  during  the 
ndl  time  of  construction  being  carried 

®  See  footnote  on  page-3038. 


out  pursuant  to  any  grant.  13  CFR 
304.33 

2.  Business  and  Defense  Services 
Administration 

2.1  Persons  in  the  United  States  par¬ 
ticipating  in  transactions  covered  by 
BDSA  Regulation  3. 

To  keep  records  of  receipts  and  deliver¬ 
ies  fix  sufficient  detail  to  permit  the  deter¬ 
mination.  after  audit,  of  compliance  of 
each  transaction  with  provisions  of 
BDSA  Regulation  3  (Operations  of  the 
Priorities  and  Allocations  Sirstems  be¬ 
tween  Canada  and  the  United  States) . 

Retention  period:  At'  least  3  years. 
32A  CPR  Ch.  VI,  BDSA  Reg.  3.  sec.  7  (a) 

2.2  Individuals,  corporaticHU,  partner¬ 
ships,  associations,  or  any  other  or¬ 
ganized  groups  of  persons  partici¬ 
pating  in  any  transaction  covered  by 
Defense  Materials  System  Regulation 
1,  as  amended  December  1,  1959. 
[Amended] 

To  keep  accurate  and  complete  rec¬ 
ords  of  each  such  transaction,  includ¬ 
ing  all  rated  orders,  ACM  orders  and 
directives  received  by  such  persons, 
copies  of  all  rated  orders  and  ACM  orders 
placed  by  such  persons,  records  of  pur¬ 
chases,  receipts,  inventories,  production, 
use,  sales,  and  deliveries  of  all  materials 
acquired  by  means  of  priority,  allotment 
or  directive  assistance,  and  records  of 
sales  and  deliveries  of  all  materials  sold 
or  delivered  by  such  persons  pursuant 
to  rated  orders,  ACM  orders  and  direc¬ 
tives.  Records  shall  be  maintained  in 
sufficient  detail  to  permit  the  determina¬ 
tion,  after  audit,  whether  each  trans¬ 
action  complies  with  the  provisions  of 
DM8  Reg.  1.  as  amended  December  1, 
1959. 

Retention  period:  For  at  least  3  years. 
32A  CPR  Ch.  VI,  DMS  Reg.  1,  sec.  14 

2.3  Individuals,  corporations,  partner¬ 
ships,  associations,  m  any  other  or¬ 
ganized  groups  of  persons  participat¬ 
ing  in  any  transactimi  covered  by 
BDSA  (formeriy  NPA)  Regulation  2 
and  BDSA  (formerly  NPA)  Or¬ 
ders  M-IA,  M-5A,  and  M-43A. 
[Amended] 

To  keep  accurate  and  complete  records 
of  receipts,  deliveries,  inventories,  pro¬ 
duction,  and  use.  in  sufficient  detail  to 
permit  the  determination,  after  audit, 
whether  each  transaction  complies  with 
the  provisions  of  BDSA  Reg.  2 — ^Basic 
Rules  of  the  Priorities  System;  BDSA 
Order  M-IA— Iron  and  Steel;  BDSA 
Order  M-5A — Aluminum ;  BDSA  Order 
M-43A — Construction  Machinery:  Dis¬ 
tribution,  as  applicable  to  such  transac¬ 
tion. 

Retention  period:  For  at  least  3  years. 
32A  CFR  Ch.  VI.  BDSA  Reg.  2.  sec.  24 
(a) ;  Order  M-lA,  sec.  19  (a) ;  Order 
M-5A.  sec.  15(a) ;  Order  M-43A,  sec.  9(a) 

2.4  Individuals,  corporations,  partner¬ 
ships,  associations,  or  any  other  or¬ 
ganized  groups  of  persons  partici¬ 
pating  in  any  transacticm  covered  by 
BDSA  Orders  M-17  and  M-41. 
[Amended] 

To  keep  accmate  and  complete  rec¬ 
ords  of  rated  orders  and  directives  re¬ 
ceived  and  monthly  records  of  produc¬ 


tion,  production  schedules  and  deliveries 
in  suffici^t  detail  to  permit  the  deter¬ 
mination,  after  audit,  whether  each 
transaction  complies  with  the  provi¬ 
sions  of  BDSA  Order  M-17— Electronio 
Components  or  Parts;  BDSA  Order  M- 
41 — Metalworking  Machines. 

Retention  period:  For  at  least  3  years. 
32A  CFR  Ch.  VI.  BDSA  Order  M-17. 
sec.  7(a) ;  BDSA  Order  M-41,  sec.  8(a) 

2.5  Individuals,  corporations,  partner¬ 
ships,  associaticms,  or  any  other  or¬ 
ganized  groups  of  persons  participat¬ 
ing  in  any  transactions  covered  by 
BDSA  (formerly  NPA)  Regulation 
6— Transfer  of  Quotas  and  Ratings ; 
Transfw  of  a  Business  as  a  C^ing 
Concern. 

To  keep  accurate  and  complete  records 
in  sufficient  detail  to  permit  the  determi¬ 
nation,  after  audit,  whether  each  such 
transaction  complies  with  the  provisions 
of  that  regulation. 

Retention  period:  For  at  least  3  years. 
32A  CFR  cni.  VI.  BDSA  Reg.  6,  sec.  8(a) 

2.6  Persmis  participating  in  transactions 
covered  by  BDSA  Order  M— IB. 

To  keep  records  of  receipts  and  de¬ 
liveries  in  sufficient  detail  to  permit  the 
determination,  after  audit,  of  compliance 
of  each  transaction  with  provisions  of 
Order  M-IB  (Nlckd  Alloys). 

Retention  period:  At  least  3  years. 
32A  CFR  Ch.  VI.  Order  M-lB,  sec.  13(a) 

2.7  Producers  and  distributors  of  cop¬ 
per  controlled  materials,  producers 
of  intermediate  shapes,  and  users  of 
copper  raw  materials.  (BDSA  Order  > 
M— llA — Copper  and  Copper-base 
Alloys). 

To  keep  accurate  and  complete  records 
of  purchases,  receipts,  inventories,  pro¬ 
duction,  use,  sales  and  deliveries  of  cop¬ 
per  controlled  materials,  intermediate 
shapes,  and  copper  raw  materials.  Such 
records  shall  include,  but  shall  not  be 
limited  to.  all  authorized  controlled 
material  orders,  certified  orders  and 
directives  received  by  such  persons,  and 
copies  of  all  authorized  controlled  ma¬ 
terial  orders,  rated  orders,  and  certified 
orders  placed  by  such  persons. 
Retention  period:  At  least  3  years.  32A 
Ch.  VI,  Order  M-llA,  sec.  12(a) 

3.  [Consolidated  with  4] 

4.  Bureau  of  International  Commerce 
[Revised] 

4.1  Holden  of  U.S.  Import  Certificates 
selling  or  transferring  commodities 
covered  by  such  certificates. 

To  secure  and  retain  a  written  ac¬ 
ceptance  by  the  purchaser  or  transferee 
of  all  obligations  imposed  under  the  ex¬ 
port  regulations  of  the  United  States. 
Retention  period:  3  years.  15  CTR 

368.1 

4.2  Executon  of  Import  Certificates 
where  resale  or  transfer  of  com¬ 
modities  covered  by  Import  Certifi¬ 
cate  occun  before  delivery. 

To  secure  and  retain  written  accept¬ 
ance  by  purchaser  or  transferee  of  obli¬ 
gation  to  provide  delivery  verification. 

Retention  period:  3  years.  16  CFR 
368.1 
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A.  •  »■  -  --  -  or  other  terminatton  of  the  traneecUon.  Retentkni  p^od:  Uhta  completion  of 

oMHaStU!  msnrmuvnA  (retention:  SB1.11)  awttt*  »A  CFR  Ch.Tnnn,  AOE-1,  sec. 

A 1  ^  w»  ■  *  ■  ■■  j  -  ■  -  -  f  _ ^  S(b) ,  Qeneral  Asente  service  asreement 

To  oMNn  and  keep  available  for  to-  “  iwarferMB  of  ^  8<g)  (d  ^rt,  14;  Berth  Agente 

9eetioa.uponaemaBd.bFtheB«remof  poniuMH  eerrlce  agreement.  Art  3(e)(1)  and 

intemaUonal  Commerce,  docaments  cC  To  keep  records  of  all  docummte  eel-  Art  14 

admowledgment  from  foreign  p«p-  dencing  the  order  eorered  bg  these  m »  a— ^ 
ohasereanddocmneDtoeoostttatlnge^^  licenses.  Age^  mieriag  into  service  agree. 

denoe  of  the  contract  of  pordiase  and  R^ention  period:  3  years  from,  which- 

sale.  ever  is  b^er.  date  of  exportation,  mex-  keep^  SQ»arate  sets  <«  bocdcs  of  ae- 

Retention  period:  3  years.  15  CPR  portatkm.  transshipment,  diversion,  or  counts  to  record  toe  various  transactions 

371.S  (retention:  381.11)  other  teraslnation  of  the  transaction.  16  “  oommctto  with  procedural  rules  foe 

^  ^  «  CPR  380.1  financial  transactions  under  agency 

4.4  AppUents  f or  expOTt  UoeMes.  agreements. 

To  keep  d<y***"*^**  constituting  evl-  Exporters  or  agents.  Retention  period:  Until  completion  of 

dence  of  an  order  and  of  facts  rdating  f^o  keep  records  of  export  transactions.  Xvm,  FIS-l,  sec.  1 

to  toe  purchase  transaeUon  as  specified  exports  and  reexports.  5.S  Agents  entering  into  service  agree- 

in  section  cited.  Retention  period:  3  years  from  date  of  ments. 

Re^tiOTp^od:  S  years  from,  w^-  traMacUon.  18  CPR  881.11  To  keep  the  originals  of  aU  documents 

ev«  to  UtCT.  date  of  eaportotto  reex-  ,  .  ..  at  his  prfiielpal  offlce.  Including  autS- 

po^U^  bai^pment.  <a»ersi(^  or  4.IS  Par^dutnlMors.  faclUtieB.  aerrleS^and  iS- 

To  keep  records  of  distribution,  sale.  PUea  and  complete  tariSs  and  port 
18  CFR  372.4  (rciennon.  ssi.ii)  ^  reexportation  from  a  foreign-based  schedules  covering  charges  at  domestic 

4.5  Applicants  for  exp  art  Bceaaea.  stock  under  the  Form  FC-243  Procedure.  foreign  ports  incident  to  the 

■  To  keep  the  originate  of  any  copies  of 

dn«iim«nt«  submitted  In  support  of  ap-  ^18.4  (retention:  *™“*' 

381.11)  actions  under  agency  agreements. 

neri^-  3  veara  from-  - g.  .  Retention  period:  Until  completion  of 

^tentaon  penoa.  6  years  iiom.  4,14  Exdbai^e  €tt  commodiues  l»y  msr-  audit.*  32A  CFR  Ch.  XVm  PIB-1  secs 

whichever  is  latery  date  of  exportation.  liaes,  rxo-i.becs. 

reexportation,  trarumhipmAnt,  diversion,  *  ****  ^ 

or  other  termination  of  the  transaction.  To  ke^  records  of  commodities  im-  S.4  Gcnend  agents. 

15  CFR  372.8  (retention:  381.11)  ported  from  the  UB.  and  lent,  exchanged,  prepare  Twnnthiy  invoices  for  com- 

A4  Fug  jJam  t.uuoL.ugR  iJ  atrxjaft  jir  wjju  ^  another  airline  wlthout  profit,  pensation  earnSfiduring  preceding 

sMrcpairp^  date  of  the  transaction.  15  CFR  373.51  <rf  nSA  Order  No.  47  (AGE-4)  andrecord 

To  keep  records  -of  conmwwll ties  tm~  ^  ^  » _  .  . .  in  ajtencv  account  Vw>/8V« 

Retenuon  period:  Until  completion  of 

5SS!h  8  yean  from  the  prohlbidon  egaUm  di-  a^k^  S^^^Ch.  XVm.  PB-d,  sec. 

date  the  conunodities  are  supplied  to  a  '  e  e  r>  1  ‘ 

vessel  or  aircraft.  15  CFR  3735  To  secure  a  receipted  copy  toe  writ-  agents. 

±  T  tea .  ^60  zuMoo  (unitted  from  the  bill  of  lading  To  keep  originals  of  statements  ot 

xporter  to  oreign  ansrumior.  party  taking  custody  of  the  tok>-  credit  memoranda  for  return  premiums 

To  keep  coiHes  of  validated  or  re-  for  all  vejssels  insured  with  Underwriters 

Jeoted  Forms  FC 143  and  243.  Retention  period:  3  years.  IS  C!FR  pursuant  to  INS-l-lfsiitime  Protection 

Retention  period:  3  years  from  date  379.10  (retention:  381.11)  and  Indemnity  Insurance  Instructions 

of  validation  or  rejection.  15  CFR  373.4  Uhder  General  Agency  and  Berth  Agency 

(retention:  381.11)  A.16  Exposrters  of  ccriam  kinds  of  tech-  Agreements. 

a  a  A«»Kg..nt.  .  pg,.:n.u.  Retention  period:  Until  completion  of 

To  secure  and  retain  a  written  as-  jy^t.*  32A  CFR  Ch.  XVm,  INS-1,  sec. 

_  . _  j  •  g.k.  ..  1.  surwioe  from  the  consignee  regarding 

use  of  the  daU  and  its  direct  product.  5B  GoMnd  agents. 
^^ach^oMLneT^^*^  relationship  Retention  period:  3  years  from,  which-  to  keep  records  to  account,  if  required. 
Retention  Deriod*  3  vears  from,  ^  later,  date  of  exportation,  re-  jqj.  ^e  purchase,  delivery  to  toe  Master, 

whichever  is  later  date  of  exportation.  transshlpm^t,  divertion.  receipts  from  sales,  condonnations, 

SS^^andanotoert^ 

or  other  termination  of  the  transaction.  ®  38i.li)  connection  with  slop  chests. 

15  CPR  376.3  (retention:  381.11)  Forrign  Treds  Zoiim  BoaH  Retention  period:  Until  completion  of 

audit.*  32A  CPR  Ch.  XVm,  OPR-l,  sec. 

4.9  Applicants  for  a  Time  Limit  License.  4.17  Grantees  of  foreign  trade  aones.  2(e) 

Tb  keep  records  of  toe  documentary  to  keen  books,  records,  and  accounts  5.7  Masters. 
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$.9  General  agents. 

To  keep  records  and  supporting  docu¬ 
ments  pertaining  to  repairs  and  equip¬ 
ment  purchased  for  repairs  to  ships  so 
that  reports  may  be  made  to  the  Mari¬ 
time  Administration. 

Retention  period:  Until  completion  of 
audit/  32A  CFR  Ch.  XVm.  SRM-2,  sec. 
4;  SRM-3,  sec.  3(d);  SRM-4,  sec.  2; 
lSlM-5,  sec.  3  (a)  and  sec.  19 

5.10  Charters  of  Government-owned 
dry-cargo  vessels. 

To  keep  books,  records,  and  accounts, 
required  under  Clause  37(1),  Part  n,  of 
Fonn  705  charter;  section  705  of  the  Mer¬ 
chant  Marine  Act,  1936. 

Retention  period:  3  years  after  a  re¬ 
lease  or  final  settlement  is  completed  be¬ 
tween  the  Maritime  Administration  and 
the  charterer.  46  CRl  221.13 

5.11  Operatinrs  of  vessels  newly  con- 
sUnicted  under  Maritime  Administra¬ 
tion  ship  construction  contracts,  con¬ 
taining  guarantee  clauses. 

To  keep  records,  including  log  extracts 
of  all  deficiencies,  defects,  weaknesses, 
etc.,  found  in  the  ship  while  in  the  oper¬ 
ator’s  custody  and  operation,  and,  if 
possible,  the  causes  thereof;  and  main¬ 
tain  12  complete  sets  of  records  of  the 
items  deemed  to  be  the  builder’s  respon¬ 
sibility,  including  the  initial  report  of  the 
deficiency,  spedflcations,  itemized  costs, 
and  completion  certlfiieates  for  all  such 
work  awarded  during  the  guarantee 
period,  and,  if  possible,  the  cause  of  the 
deficiencies  and  sdl  related  correspond¬ 
ence  for  use  at  the  time  of  the  Final 
Guarantee  Survey. 

Retention  period:  3  years  after  date  of 
the  fihal  guarantee  survey.  46 
247.4 

5.12  Ofwrators  of  operating-differential 
subsidized  vessels. 

To  keep  copy  of  Form  MA-140,  Sum¬ 
mary  report  on  voyage  repairs. 

Retention  period:  2  years  after  fina] 
release  or  settlement  agreement  is  com- 
between  the  Maritime  Adminis¬ 
tration  and  the  operator.  46  CFR  272.7 

5.13  Operating-differential  subsidy  con¬ 
tractors,  and  sndi  aflUiates,  domestic 
agents,  subsidiaries,  or  holding  com- 
pames  connected  with,  or  directly  or 
mdirectly  otmtroDmg  or  controlled 
by,  such  cmitractors. 

To  keep  its  books,  records,  and  ac- 
wunts,  as  the  Maritime  Admhiistratlon 
shall  require,  relating  to  the  mainte¬ 
nance,  operation,  and  servicing  of  the 
vessels,  services,  routes,  and  lines.  , 
Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com- 
Wet^  between  the  Maritime  Admlnls--' 
ration  and  the  contractor.  46  CFR 
282.00, 282.01, 292.3 

5.14  Operating-differential  subsidy  con- 
tractms. 

To  keep  records  supporting  entries  to 
notes  and  accoimts  receivable  from 
Officers  and  employees  and  subsidiary 
accounts. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com- 

*  See  footnote  on  page  8040. 
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pleted  between  the  Maritime  Adminis- 
trsddon  and  the  conteactor.  46  CFR 
282.364 

5.15  Contractors  and  subcontractors. 

To  keep  accounts,  bO(du,  documents, 
memoranda,  minutes  and  records  of 
every  kind  iifvolving  cost  of  performing 
a  contract  or  subcontract  subject  to  in¬ 
spection  and  audit  by  the  Administra¬ 
tion. 

*  Retention  period:  2  years  after  the 
final  determination  and  acceptance  of 
payment  by  the  hfaritime  Administra¬ 
tion.  46  CFR  285.5 

5.16  Contractors  and  subcontractors. 

To  keep  books  and  records  in  such 
manner  that  a  proper  determination  of 
profit  can  be  made  therefrom. 

Retention  period:  2  years  after  the 
contractor  or  subcontractor  has  made 
payment  of  excess  profits  as  determined 
by  the  Maritime  Administration.  46 
CFR  285.35 

5.17  Oi^rators  of  operating-differential 
subsidy  agreements  and  depositories. 

To  keep  certified  copies  of  resolutions 
authorizing  the  establishment  of  Special 
and  Capital  Reserve  Funds  involved, 
and  such  other  accounts  established  tin 
connection  therewith. 

Retention  period:  2  years  after  final' 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis¬ 
tration  and  the  operator.  46  CFR  286.2 
287.6 


5.22  Charterers  of  war-built  vessels. 

To  keep  bo<du,  records  and  accounts 
relating  to  the  vessel  in  such  form  as 
the  Maritime  Administration  may  pre¬ 
scribe  available  for  examination  and 
audit. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis- 
trati(m  and  the  charterer.  46  CFR 
299.31  ^ 

5.23  Qiarterers  of  war-built  vessels. 
Government-owned  dry-cargo  vessels, 
and  war-buih  dry-cargo  vessels. 

To  keep  books,  records  and  accounts 
relating  to  the  management,  operations, 
conduct  of  the  business  of  and  mainte¬ 
nance  of  the  vessels  covered  by  the 
agreement  in  accordance  with  the  “Uni¬ 
form  SystCTU  of  Accounts”  and  under 
such  regulations  as  may  be  prescribed 
by  the  owner:  Provided,  That  if  the 
Charterer  is  subject  to  the  jurisdiction 
of  the  Interstate  Commerce  Conunis- 
sion,  the  Administration  will  not  require 
the  duplication  of  books,  records  ac¬ 
counts  required  to  be  kept  in  some  other 
foym  by  the  Interstate  Commerce 
Commission. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis¬ 
tration  and  the  charterer.  46  CFR 
299.39, 299.130, 299.202 

5.24  Chatterers  of  war-built  vessels. 


5.18  Taxpayers  establishing  construc¬ 
tion  reserve  funds. 

To  keep  such  records  as  the  Commis¬ 
sioner  of  Internal  Revenue  or  the  Mari¬ 
time  Administration  may  require. 

Retention  period:  6  months  after  the 
termination  or  closing  out  of  the  reserve 
fund.  46  CFR  287.24 


To  keep  cost  records  or  other  sound 
accounting  evidence  for  purpose  of  sup¬ 
porting  claims,  if  any,  for  post-redeiivery 
overhead  expenses. 

Retention  period:  2  years  after  final 
release  or  settlement  agreement  is  com¬ 
pleted  between  the  Maritime  Adminis¬ 
tration  and  the  charterer.  46  CFR 
299.48, 299.52, 299.53 


5.19  Operators  of  operating-differential 
subsidy  agreements. 

To  keep  all  working  papers  (irrespec¬ 
tive  of  by  whom  prepared)  in  support  of 
the  various  statements  comprising  an¬ 
nual 'and  final  accountings. 

Retention  period:. Until  a  final  release  - 
or  settlement  agreement  is  completed  be¬ 
tween  the  Maritime  Administration  and 
the  operator.  46  CPR  292.8 

5.20  Citizen  applicants  to  purchase  or 
charter  a  war>built  vessel. 

To  keep  books,  records,  and  accounts 
available  for  examination  as  deemed 
necessary  by  the  BiariUme  Adminis¬ 
tration  to  verify  finan^al  statements 
submitted. 

Retention  period:  Purchase — 10  years 
after  completion  of  contract  require¬ 
ments;  charter — 5  years  after  settlement 
of  company  charters  by  the  Maritime 
Adminisla'ation.  46  CFR  299.8 

5.21  Purchases  of  war-built  vessels. 

To  keep  books,  records  and  accounts 
available  for  examination  and  audit  as 
may  be  required  by  the  Maritime  Admin¬ 
istration. 

Retention  period:  Until  a  final  release 
or  settlement  agreement  is  conqileted  be¬ 
tween  the  Maritime  Administration 
the  purchaser.  46  CFR  299.21 


5.25  Underwriting  agents  under  war  risk 
insurance  program  for  hull,  P  &  I 
and  second  seamen. 

To  keep  a  full  and  complete  record  of 
all  applications,  binders  and  policies,  an^ 
also  record  all  premiums,  charges  or  de¬ 
posits  required  by  the  terms  of  the  bind¬ 
ers  or  policies;  and  books,  records  anr^ 
accounts  covering  the  operationis  and  ac¬ 
tivities  under  the  Underwritihg  Agency 
Agreement,  which  shall  be  the  property 
of  the  United  States  represented  by  the 
Maritime  Administrator. 

Retention  period:  Until  a  release  is 
granted  by  the  Maritime  Administration, 
at  which  time  the  Maritime  Administra- 
tion  will  take  custody  of  tiie  records  46 
CFR  308.8 

5.26  ^  Those  assured  under  war  risk  cargo 
insurance  program. 

To  keep  books,  records  and  accounts 
in  such  form  and  manner  that  all  in¬ 
formation  available  to  the  assured  as  to 
the  amounts  at  risk  and  the  amounts  of 
losses  incurred  and  premiums  due 
be  readily  ascertained  therefrom  by  the 
Maritime  Administrator. 

Retention  period:  Until  a  release  is 
granted  by  the  Maritime  Administration, 
at  which  time  the  Maritime  Administra¬ 
tis  will  take  custody  of  the  records.  46 
CFR308A17 
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5.27  UndcrwritiBg  aadhr  ww  risk 
cargo  iasarance  program. 

To  keep  a  full  and  ocmplete  record  of 
all  appitca^^o"*^  blndera,  pniirfa*.  a^d 
alao  record  all  premiums,  chargee,  collat¬ 
eral  deposit  funds  and  surety  bonds  re¬ 
quired  by  the  terms  of  the  binders  and 
policies;  and  books,  records  and  accounts 
coyering  the  (H>eratk)n8  and  activities 
under  the  Underwriting  Agency  Agree¬ 
ment.  which  shall  be  the  property  of  the 
United  States  represented  by  the  Mari¬ 
time  Administrator. 

Retention  period:  Until  a  release  is 
granted  by  the  Maritime  Administration, 
at  idiich  time  the  Maritime  Adminlstra- 
tkm  will  take  cu^ody  of  the  records.  4C 
cm  308.548  • 

5.28  State  marine  academies. 

To  ke^  records  pertaining  to  acade¬ 
mies.  officers,  instnictors,  crew  cadets, 
traixiing  ships  and  shore  bases,  and 
daily  logs  of  absences,  with  or  without 
leave,  hoqiitallsations,  dlsenroUments 
and  other  analogous  data. 

Retentkxi  period:  Personnd  records — 
60  years  from  date  of  enroUment;.  all 
otho*  records — 12  years  after  final  audit. 
46  CFR  310.3 

5.29  Qearing  agents  under  war  risk 
cargo  insurance  programs. 

To  keep  a  complete,  separate  system 
of  books,  records  and  accounts  covering 
its  operation  and  activities  under  this 
agreement,  including  a  record  of  all 
statments,  vouchee  and  other  informa¬ 
tion  received  by  it  from  the  underwriting 
agoits  which  shall  be  the  property  of  the 
United  States  represented  by  the  Mari¬ 
time  Administrate:. 

Retention  period:  During  the  period  of 
the  agreemait  and  up  to  36  months  after 
its  termination  and  thereafter  nntli  final 
settlement  of  any  outstanding  daitns 
against  the  Administrator  by  holders  of 
policies  issued  by  the  underwriting 
agents.  46  CFR  308.651 

6.  Bureau  of  Public  Roads 

8.1  State  highway  departments  or  their 
agents.  {AnsBaded] 

To  keep  (a)  an  records  and  documents 
relating  to  the  undertaking,  carrying  out 
and  maintaining  of  each  project  in  such 
f  onn  and  manner  as  will  enable  the 
State  to  make  available  to  the  Federal 
Highway  Administrator  such  informa¬ 
tion  and  data  as  he  may  require,  and  <b) 
financial  and  other  records  relating  to 
the  construction,  acquMtion,  income, 
expenditures,  maint«iance,  and  <H>era- 
tion  of  toll  facilities  financed  in  part 
with  Federal  funds. 

Retention  period:  (a)  not  less  than 
3  years  after  pasonent  of  final  voucher, 
and  (b)  at  least  3  years  after  the  facility 
has  been  operated  on  a  free  bcwis.  23 
CFR  1.30 

7.  Under  Secretary  of  Commerce  for 
Tronspoftation 

7.1  Ship  and  aircraft  •wasrs,  maatcM, 
oflicers,  cmployaes  sad  agaals  par¬ 
ticipating  in  transportation. 
[Amended] 

To  retain  records  of  voyages  and^ 
shipments  in  sufficient  detail  to  permit 
an  audit  to  determine  if  the  provisions  of 


orders  T-l  (Shipping  restrictions;  Sub 
Oraup  A,  Hong  Kong  and  Macao)  and 
T-2  (Shipping  restrictions;  Communist 
China,  North  Korea,  and  the  Oommu- 
nlst-cmitrolled  area  of  "i^et-Nam)  have 
been  carried  out.  No  changes  in  the  rec¬ 
ords  custcunarily  maintained  are  retpiired 
inovided  such  records  supply  an  ade¬ 
quate  bcuds  for  audit.  Records  may  be 
retained  in  microfilm  or  other  ihoto- 
graphic  copies  instead  of  the  originals. 

Retention  period:  At  least  2  years. 
32A  CFR  Ch.  vn,  T-1,  sec.  6;  T-2.  sec.  5 

8.  Great  Lakes  Pilotage 
Administration 

8.1  Each  vohuttary  aMOciad<m  holding 
a  Certification  of  Aathoriaatioa  an- 
der  the  Great  Lake*  IMlotage  Uni¬ 
form  Accounting  System. 

To  keep  all  bocdcs,  records  and  memo¬ 
randa  and  file  them  in  such  a  manner  to 
readily  permit  the  audit  and  examination 
thereof  by  representatives  of  the  Great 
Lakes  Pilotage  Administration.  Also, 
the  records  must  be  housed  or  stored  in 
such  a  manner  as  to  afford  protection 
from  kMs,  theft  or  damage  by  fire,  flood 
or  otherwise. 

Retention  period:  10  years  unlem 
otherwise  authenised  by  the  Administra¬ 
tion.  Part  403  issued  undo:  secs.  4  and 
5,  74  Stat  200,  261;  46  UH.C.  216 

III.  DEPARTMB4T  OF  DEFENSE 

1.  Office  of  the  Secretary  of  Defense 

(Departments  of  Army,  Navy,  Air 

Force) 

1.1  Commeton  with  negotiated  fixed 
price  supply  contracts  and  pnrdiaae 
orders  in  excess  of  $2,500. 

A  standard  **Examination  ct  Records** 
clause  is  i;nx>vided.  Must  agree  that  ttw 
Comptroller  General  of  the  United  States 
or  his  duly  authorized  representativea 
shall  have  access  to  and  the  right  to  ex¬ 
amine  any  directly  pertinent  books,  doc¬ 
uments,  papers,  and  records  involving 
transactions  related  to  the  contract. 
Must  further  agree  to  insert  a  similar 
clause  in  each  subcontract  under  this 
ty^  of  prhne  ccmtract.  Where  Stand- 
1^  Fonn  n  is  used,  the  form  need  not 
be  changed  to  ddete  the  parenthetical 
sent^ce  preceding  paragraph  (a)  of  the 
clause. 

Retention  period:  3  years  after  final 
paymrat  under  the  prime  contract.  32 
CFR  7.104-15.  ASPR  7-104.15 

1.2  Subcontractors  with  contracts  or 
purchase  orders  in  excess  of  $2,500 
(exdading  subcontracts  w  pnrdiase 
orders  for  public  utility  seiwices  at 
rates  estabUshed  for  uniform  ap- 
plicalnli*r  to  the  genend  public) 
tmder  aiegotiated  fixed  priee  snppl^ 
contmets  «m1  purchase  orders  in 
excess  of  $2,500. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  of  the  United  States  or  his  duly 
.aathorlaed  representatives  shall  have 
aeoem  to  and  the  right  to  examine  any 
directly  pertinent  books,  documrats, 
pepen,  and  records  Involving  traneac- 
UoDB  rrtatad  to  the  subcontract. 

Retention  period:  3  years  after  final 
payment  under  the  subccmtract.  32 
CFR  7.104-15.  ASPR  7-104.15 


1.3 — 1.13  [Deleted] 

1.14  Contractors  with  cost  reiadturse- 
ment  type  ssipply  contracts. 

A  standard  **Reoord8’*  (dause  is  pro¬ 
vided.  Must  agree  to  maintain  books, 
records,  documents  and  other  evidence 
pntaining  to  the  expenses  for  which  re¬ 
imbursement  is  claimed  under  the  con¬ 
tract  and  to  make  them  available  to  any 
authorized  representatives  of  the  Mili¬ 
tary  Departments  or  the  Ck)mptroller 
General  of  the  United  States.  Must  in¬ 
sert  a  similar  requirement  in  each  cost, 
oost-plus-fixed-fee,  tlme-and-material, 
or  labor-hour  subcontract  under  his  cost 
reimbursement  type  prime  contract.  In 
the  case  of  existing  and  completed  con¬ 
tracts  containing  a  record  retention 
clause  providing  for*  a  6-year  period 
of  retention,  such  contracts  may  be 
amended,  or  in  the  alternative,  the  re¬ 
tention  of  rec(M^  may  be  actaxUnistered 
in  accordance  with  procedures  specified 
in  the  ASPR. 

Retention  period:  -3  years  after  date  of 
''completion**  voucher  or  invoice  or  until 
settlement  of  litigation,  whichever  is 
longer.  32  CFR  7.203-7.  ASPR  7-203.7 

1.15  Subcontractors  with  contracts  of 
a  coat,  cost-plus-fixed-fee,  time-and- 
mateiial,  or  labor-hour  type  under 
cost  reimlmrsement  type  prime 
supply  contracts. 

Must  agree  to  maintain  books,  records, 
documents,  and  other  evidence  pertain¬ 
ing  to  the  expenses  for  which  reimburse¬ 
ment  is  claimed  under  the  subcontract 
and  to  make  them  available  to  any  au¬ 
thorized  reiMresentatives  of  the  Militory 
Departments  or  the  Comptroller  General 
of  the  United  States. 

Retention  period:  3  years  after  date 
of  "completion**  voucher  or  invoice  or 
until  settlement  of  litfgation,  whichever 
Is  longer.  32  CFR  7.203-7.  ASPR  7- 
203.7 

1.16  Subc<mtractors  with  subcontracts 
in  excess  of  $2,500  on  other  than 
cost,  cost-pln^&ed-fee,  time-and- 
material,  or  labm^hour  basis  (exdnd. 
ing  subcontracts  or  pnrdtase  orden 
for  public  utility  serrices  at  rates 
estaWiahed  for  uniform  applicability 
to  the  general  public)  under  cost 
reimburaement  type  prime  supply 
contracts. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  of  the  United  States  or  the  De¬ 
partment,  or  their  duly  authorized 
representatives,  shall  have  access  to  and 
the  right  to  examine  any  directly  per¬ 
tinent  books,  dociunents,  papers  and 
records  involving  transactions  related  to 
the  subcontract. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32  CFR 
7.203-7.  ASPR  7-203.7 

1.17  Contractors  with  negotiated  fixed- 
price  research  and  development  con¬ 
tracts  in  excess  of  $2,500. 

Must  agree  that  the  Comptroller  Gen¬ 
eral  oi  the  United  States  or  his  duly 
authorized  representatives  shall  have 
access  to  and  the  right  to  examine  any 
rijrAfttiy  pertinent  books,  documents, 
papers  and  records  involving  transac¬ 
tions  related  to  ttie  contract.  Must  fur¬ 
ther  agree  to  insert  a  similar  clause  iu 
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each  suboontract  under  this  tjpe  of 
prime  contract. 

Retention  period:  3  years  after  final 
pa^xieiit  under  the  prime  contract.  83 
CFR  7.302-6  (retention:  7.104-15). 
ASPR  7-302.6 

1.18  Subcontractors  with  subcontracts 
in  ejccess  of  $2,500  (excluding  sub¬ 
contracts  or  punehase  mders  for  pub¬ 
lic  utility  services  at  rates  eMablished 
for  uniform  applicability  to  die  gen- 

^  era!  public)  under  negotiated  fixed- 
price  prime  research  and  develop 
ment  ctmtracts  in  excess  of  $2,5()U. 

Must  agree  that  the  Comptroller  Clen- 
eral  of  the  United  States  or  his  duly 
authorized  representatives  shall  have 
access  to  and  the  right  to  examine  any 
directly  pertinent  books,  documents,  pa¬ 
pers  and  records  Involving  transactions 
relat^  to  the  subcontract. 

Retention  period:  3  years  after  final 
payment  under  the  subcontract.  32 
I  7.302-6  (retention:  7.104-15).  ASPR 
j  7-302.6 

1.19  Contractors  with  cost-reimburse¬ 
ment  type  research  and  development 
contracts. 

‘  Must  agree  to  maintain  bo<du,  records, 
documents  and  other  evidence  pertain¬ 
ing  to  aU  direct  and  indirect  costs  of 
whatevm:  nature  for  which  reimburse¬ 
ment  is  claimed  under  the  contract  and 
to  make  them  available  to  any  author¬ 
ised  representatives  of  the  Military  De¬ 
partments  or  the  Ck>mptndler  Goieral 
of  the  United  States.  Must  insert  a 
similar  requirement  in  each  cost,  cost- 
plus-fixed-fee,  time-smd-material,  or 
labmr-hour  subcontract  imder  the  prime 
contract. 

Retention  period:  3  years  after  date 
(d  “completion"  voucher  or  invoice  or 
until  settlement  of  litigation,  whichever 
is  longer.  32  .CFR  7.402-7  (retention: 
7203-7).  ASPR  7-402.7 

1.20  Subcontractors  with  subcontracts 
of  a  cost,  cost-plus-fixed-fee,  time- 
and-matetial,  or  labor-hour  tn>e  un¬ 
der  cost-reimbursement  type  prime 
research  and  development  ccmtracts. 

Must  agree  to  maintain  books,  records, 
documents  and  other  evidence  pertain¬ 
ing  to  all  direct  and  Indirect  costs  of 
whatever  nature  for  which  reimburse¬ 
ment  is  claimed  under  the  subcontract 
and  to  make  them  available  to  any  au¬ 
thorized  representatives  of  the  Military 
Departments  or  the  Comptroller  General 
of  the  United  States. 

Retention  period:  3  years  after  date 
of  “completion"  voucher  or  invoice  or 
until  settlement  of  litigation,  whichever 
Is  longer.  32  CFR  7.402-7  (retention: 
7203-7).  ASPR  7-402.7 

121  ^  Subcontracton  with  subcontracts 
in  excess  of  $2,500  on  otho*  dian 
cost,  cost-plus-fixed-fee,  time  and 
material  or  labor-hour  basis  (exclud¬ 
ing  subcontracts  or  purdiase  orders 
for  public  utility  services  at  rates 
estaluidied  for  uidform  applicabflity 
to  the  general  public)  nuder  cost- 
reimbursement  type  priaaa  research 
and  devdopment  contracts. 

Must  agree  that  the  Comptroller  Omi- 
or  the  Department  or  their  author¬ 
ized  represmitatlves  shall  have  access  to 


and  the  right  to  examine  any  directly 
peurtinent  boedts,  documents,  piqpen  and 
records  Involving  transactions  related  to 
the  subccm^act. 

Retention  period:  3  years  after  final 
payment  under  thesubcontract.  32  CTR 
7.402-7  (retention:  7203-7).  ASPR  7- 
402.7 

1.22  Contractors  with  fixed-price  con¬ 
struction  contracts.  ~~ 

To  maintain  books,  documents,  papers 
and  records  involving  transactions  relat¬ 
ing  to  this  contract. 

Retention  period:  3  years  after  final 
payment  under  the  prime  contract. 
32  CFR  7.603-7  (retention:  7.104-15). 
ASPR  7-603.7 

1.23  Contractors  with  fixed  price  C4m- 
tracts  in  excess  of  $1,000  for  supplies 
or  experinw^tal,  developmental  or 
researw  work  other  than  (a)  eon- 
stmetion,  alterations  or  repair  of 
buildingi,  bridges,  roads,  or  other 
kinds  of  real  property  or  (b)  experi¬ 
mental,  developmental  or  research 
work  with  educational  or  nonprofit 
institutums  when  no  profit  b  contem¬ 
plated. 

Unless  otherwise  provided  for  in  hit 
contract,  or  by  applicable  statute,  the 
contractor  in  the  standard  Termination 
Clause  of  his  contract  must  agree  to  pre¬ 
serve  and  make  available  to  the  Govern¬ 
ment  without  direct  charge  to  the 
Government  all  his  books,  records,  docu¬ 
ments  and  other  evidence  bearing  on  the 
cost  and  expenses  of  the  contractor 
under  the  contract  and  relating  to  work 
terminated  (may  be  kept  in  microfilm  rx 
other  photographic  form  to  the  extent 
approved  by  the  contracting  ofBcer). 

Retention  period:  3  years  after  final 
setUement.  32  CFR  8.701.  ASPR  8-701 

1.24  Contractors  with  fixed  price  con¬ 
struction  contracts  amounting  to 
more  than  $10,000. 

Unless  otherwise  provided  for  in  his 
contract,  or  by  applicable  statute,  the 
contractor  in  the  standard  Terminati<m 
Clause  of  his  contract  must  agree  to  pre¬ 
serve  and  make  available  to  the  Gov¬ 
ernment,  without  direct  charge  to  the 
Government,  all  his  books,  records,  docu¬ 
ments  and  other  evidence  bearing  on  the 
cost  and  expenses  of  the  contractor 
under  the  contract  and  relating  to  work 
terminated  (may  be  kept  in  microfilm  or 
other  photographic  form  to  the  extent 
approved  by  the  contracting  officer). 

Retention  period:  3  years  after  final 
settlement.  32  CFR  8.703.  ASPR  8-703 

1.25  Subcuntractors  with  fixed  price 
subcontracts. 

The  standurd  Termination  Clause  sug¬ 
gested  for  use  In  fixed  price  subcontracts 
contains  the  provision  that  the  subcon¬ 
tractor  agrees  to  make  available  to  the 
buym:  and  the  Govemmoxt  all  his  books, 
records,  documents,  and  other  evidence* 
bearing  on  the  cost  and  expenses  of  the 
contractor  under  the  oonixact  and  re¬ 
lating  to  work  terminated  (may  be  kept 
In  mioroflkn  or  other  photofnqiihic  form 
to  the  extent  approved  by  the  contracting 
(dfiosr). 

Retenti<«  period:  3  years  after  final 
settlement.  32  CFR  8.706.  ASPR  $-706 


1.26  Contractors  with  construction  con¬ 
tracts  in  excess  of  $2,000  (for  work 
in  contfatental  Unil^  States,  Alaska, 
and  Hawaii). 

TU  keep  payroll  records  lowing  name 
and  address  of  each  employee,  classifica¬ 
tion,  rate  of  pay,  daily  and  weekly  num¬ 
ber  of  hours  worked,  deductions  from  pay 
and  actual  pay  received. 

Retention  period:  3  years  after  con¬ 
tract  work  completed.  32  CFR  12.403-1. 
ASPR  12-403.1(4) 

1J27  (Contractors  with  Army,  Navy,  Air 
Force. 

I 

To  keep  control  records  for  Gk>vmi- 
ment  property,  whether  furnished  to  or 
acquit^  by  a  contractor  for  the  account 
of  the  Government,  to  be  designated  and 
used  as  ofBcial  c<mtract  records  by  the 
Oovomment,  whenever  possible.  Rec¬ 
ords  and  procedures  shall  be  reviewed 
and  approved  by  the  Contract  Adminis¬ 
trator;  status  of  records  should  be  readily 
ascertained;  omsolidated  property  rec¬ 
ords  may  be  maintained.  Property  rec¬ 
ords  shall  show  a  unit  price,  determined 
by  the  Government,  and  property 
amount  number  for  each  Item  (summary 
stock  reccMids  may  be  maintained  in  lieu 
of  Individual  property  records  for  Items 
of  plant  equiiunent  having  a  value  of  less 
than  $500  each  when  designated  by  the 
contract  administrator  in  accordance 
with  dq;)artmental  procedures) .  Records 
include  those  of  material,  special  tO(^g, 
plant  equipment,  real  property,  and 
scrap.  (Specific  information  given  in 
Ckxle.) 

Retention  period:  Not  specified.  32 
C!PR  302,  paragraphs  SOI  and  304;  32 
C!FR  30.3,  paragraphs  207  and  210.  (Var¬ 
ious  regulations  of  the  Army,  Navy,  and 
Air  Force  repeat  these  requirem^ts  as 
they  relate  to  particular  types  of  con¬ 
tracts.) 

1.28  Banks  holding  in  special  accounts 
advance  payments  to  contractors  un¬ 
der  the  teraH  of  the  Armed  Services 
Procurement  Act  of  1947. 

To  keep  books  and  records,  memo¬ 
randa,  checks,  correspondence  or  docu¬ 
ments  pertaining  to  the  account. 

Retention  period:  6  years  after  closing 
of  the  accoimt.  32  CFR  82.48-1 

1.29  (Contractors  receiving  advance  pay¬ 
ments  aecnred  by  lien  on  snp^ies 
and  property  covered  by  "contract. 

To  keep  adequate  accounting  control 
over  such  property  on  its  books  and 
records. 

Retention  period:  Not  specified  (impli¬ 
cation  is  that  records  need  not  be  kept 
after  lien  is  satisfied) .  32  (?FR  82.48-2 

1.30  ContractOTS  supplying  military  and 
Federal  spedficittion  hems. 

To  keep  records  of  examination  and 
tests  performed. 

Retention  period:  As  specified  In  con¬ 
tract.  32  CFR  1542 

1.31  Contractors  with  negotiated  cost- 
rei mbnr s f wient  type  incentive  or 
priee  redetemunaUe  contracts. 
[Added] 

To  maintain  books,  records,  docu¬ 
ments.  and  other  evidence  sufficient 
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to  reflect  all  direct  and  indirect  costs 
claimed  to  have  been  incurred  and  an¬ 
ticipated  to  be  incurred  for  the  perform¬ 
ance  of  the  contract. 

Retention  period:  3  years  after  final 
pasmient  under  the  contract.  32  CFR 
7.104-41  ASPR  7-104.41 

2.  Dapartment  of  tha  Air  Forca 

2.1  Contractor*  with  facilities  contracts 
(exeqit  short-form). 

(a)  Shall  maintain  property  control 
records,  a  system  of  physical  Inventory, 
and  a  ssrstem  of  identification  of  the 
facilities. 

(b)  Must  agree  to  maintain  bodes, 
records,  documents,  and  other  evidence 
pertadning  to  the  costs  and  expenses  of 
the  contract  and  the  use  charges  pay¬ 
able  thereunder  and  to  make  them 
available'  to  any  authorized  representa¬ 
tive  of  the  Department  or  the  Comp¬ 
troller  General  of  the  United  States. 
Must  agree  further  to  Insert  a  similar 
requirement  in  each  subcontract  which 
is  (m  a  cost,  cost-plus-fixed-fee.  time- 
and-material.  or  labor-hour  basis  under 
the  prime  contract. 

(c)  For  construction  work  as  defined 
in  ‘liabor  Standards  for  Construction 
'Woric"  clause,  must  maintain  payroll 
records  for  laborers  and  mechanics  and 
make  the  records  available  for  inspec- 
tkm  by  authorized  representatives  of  the 
Contracting  Officer  and  the  Department 
of  Labor. 

Retention  period:  Records  in  (a),  not 
Spedfled.  32  CFR  1007.2703-2;  records 
in  (b).  3  years  after  .“completion" 
voucher  or  invoice  or  until  settlement 
of  any  litigation,  whichever  is  longer, 
32  CFR  1007.2703-9;  records  in  (c). 
3  years  after  completion  of  the  work.  32 
CFR  1007.2704-1 

2.2  Ccmtnictors  with  contracts  relating 
to  Air  F<h!cc  equipment  upcm  whidi 
w<m4c  is  to  be  p^oimed. 

Shan  maintain  property  control  rec¬ 
ords  of  Air  Force  equipment  furnished 
for  repair  or  modification. 

Retention  period:  Not  specified.  32 
CFR  1007.4051 

2.3  Contractor-  —ith  fixed-type  mainte¬ 
nance,  overhaul,  and  modification 
contracts. 

ShaU  maintain  records  of  aU  inspec¬ 
tion  work  and  to  make  them  available 
to  the  Government. 

Retention  period:  During  perform¬ 
ance  of  contract  and  for  such  longer 
period  as  may  be  specified  in  the  con¬ 
tract.  32  CFR  1007.4503-3 

3.  Dopartmenf  of  tho  Army 

3.1  Reclamation  Board,  State  of  Cali¬ 
fornia,  as  operating  agency  for  the 
Big  Diy  Creek  Reservoir  and  Diver¬ 
sion,  Fresno  County  Strewn  Group. 

To  keep  a  continuous  record  of  Big 
Dry  Creek  Reservoir  stage,  including 
specified  inflow,  release,  diversion,  flow, 
and  such  other  operational  data  as  diall 
be  deemed  necessary  by  the  operating 
agency  or  as  shall  be  requested  by  the 
District  Engineer.  Corps  of  Engineers. 
Department  of  the  Army,  in  chaise  of 
the  locali^. 


Retention  period:  Not  oiecifled.  38 
CFR  208.83 

3.2  Owners  of  private  interstate  toll 
bridges. 

TO  keep  records  relating  to  construc¬ 
tion,  financing,  and  promotion  of  smh 
bridge. 

Retention  period:  At  least  3  years  after 
completion  of  bridge.  33  UB.C.  528 

3.3  States  or  municipalities  or  other 
pcditical  subdivisions  or  pnblie  agen¬ 
cies  thereof  taking  over  or  aequiruig 
or  emistmcting  *an  interstate  tofi 
bridge. 

To  keep  an  accurate  record  the 
amount  paid  for  acquirhig  the  Inridge  and 
its  approaches,  the  actual  expenditures 
for  maintaining,  repairing,  and  (8;>eratlng 
same,  and  of  the  daily  tolls  collected. 

Retention  period:  Not  specified.  33 
UB.C.  529 

3.4  Masters  or  operators  of  all  vessds 
subject  to  the  Oil  Ptdlution  Act  of 
1961. 

To  keep  an  “Official  Oil  Record  Book" 
on  vessels  which  contain  the  record  of 
obtain  actions  in  connection  with  the 
use  or  handling  of  oil  or  oily  mixture. 

Retention  period:  Each  completed 
IXKdc  for  2  years  from  date  of  last  entry. 
38  CFR  2123 

IV.  DEPARTMENT  OF  HEALTH, 
EDUCATION,  AND  WELFARE 
1.  Office  of  Education 

1.1  Local  educati<mal  agencies  in  areas 
affected  by  Federal  activities  receiv¬ 
ing  Federal  grants  for  construction  of 
minimum  sdiool  facilities. 

To  keep  all  records  supporting  claims 
for  Federal  grants. 

Retention  period:  Until  completion  of 
fiscal  audit  and/or  administrative  re¬ 
views  which  are  conducted  regularly  by 
Federal  agencies  or  for  3  years  following 
fiscal  year  to  which  claim  relates,  which¬ 
ever  is  later,  subject  to  certain  exceptions 
therein.  45  CFR  114.30 

1.2  Local  educational  agencies  in  areas 
affected  by  Federal  activities  receiv¬ 
ing  Federal  financial  assistance  for 
current  expenditures. 

To  keep  all  records  supporting  claims 
for  Federal  grants. 

Retention  period:  Until  completion  of 
fiscal  audit  and/or  administrative  re¬ 
views  which  are  conducted  regularly  by 
Federal  agencies  at  for  3  shears  following 
fiscal  year  to  which  claim  relates,  which¬ 
ever  is  later,  subject  to  certain  exceptions 
therein.  45  CFR  115.43 

1.3  State  and  local  agencies  receiving 
financial  assistance  for  vocational 
education  in  agriculture,  distributive 
occupatimis,  home  economics,  and 
tradm  and  industries,  indudii^  the 
fishing  trades  and  industry,  and 
practical  nurse  training  and  area  vo¬ 
cational  educatitms  programs. 

To  keep  records  supporting  claims  for 
Federal  grants  or  relating  to  the  ac- 
cotmtabili^  of  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 


Retention  period:  Until  notified  of  the 
completion  of  the  program  reviews  and 
at  the  fiscal  audit  covering  the  records. 
Records  supporUng  accountability  for 
nonconsumable  equiixnent  purchased 
under  the  program  (whether  from  Fed¬ 
eral  or  matching  funds)  and  costing  $io 
or  more  shall  be  kept  until  notification 
of  the  completion  the  review  and 
audit  covering  the  disposition  of  such 
equipment.  45  CFR  102.24, 103.2 

1.4  State  and  local  agencies  participat¬ 
ing  in  the  library  services  program 
under  the  library  Services  Act. 

To  keep  such  accounts  and  supporting 
documents  as  will  permit  an  accurate 
and  expeditious  audit  of  the  program  at 
any  time. 

Retention  period:  Until  completion  of 
fiscal  audit  or  for  3  years,  whichever  is 
later.  45  CFR  130.6 

1.5  State  a^  local  educational  agencies 
receiving  financial  assistance  under 
title  ni  of  the  National  Defense  Edu¬ 
cation  Act  fw  strengthening  science, 
mathematics  and  modwn  foreign 
language  instruction. 

To  keep  records  supporting  claims  for 
Federal  grants  or  relating  to  Uie  ac¬ 
countability  of  Uie  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 

Retention  period:  (1)  For  3  years 
after  the  close  of  the  fiscal  year  in  which 
the  expenditure  was  made  by  the  State 
or  local  educational  agency;  or  (2)  until 
the  State  agency  is  notified  that  such 
records  are  not  needed  for  program  ad¬ 
ministration  review;  or  (3)  until  the 
State  agency  is  notified  of  the  comple¬ 
tion  of  the  Department’s  fiscal  audit, 
whichever  is  later. 

The  records  involved  in  any  claim  or 
expenditure  which  has  been  questioned 
shall  be  further  maintained  until  neces¬ 
sary  adjustments  have  been  made  and 
the  adjustments  have  been  reviewed  and 
cleared  by  the  Department. 

Records  supporting  accountability  for 
nonconsumable  equipment  purchased 
under  the  program  for  supervision,  re¬ 
lated  services  or  administration,  and 
costing  $10  or  more  shall  be  kept  until 
notification  of  the  completion  of  the  re¬ 
view  and  audit  covering  the  disposition 
of  such  equipment.  No  such  continuing 
inventory  is  required  for  equipment  ac¬ 
quired  under  projects  approved  in  ac¬ 
cordance,  with  section  303(a)(1)  of  the 
National  Defense  Education  Act  of  1958. 
45  CFR  141.17 

1.6  State  educational  agencies  receiving 
financial  assistance  under  section 
1(M)9  of  the  National  Defense  Edu¬ 
cation  Act  for  improvement  of 
statistical  services. 

TO  keep  records  su];8;>orting  claims  for 
Federal  grants  at  relating  to  the  ac¬ 
countability  ot  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 

Retention  period:  (1)  For  3  years 
sifter  the  close  of  the  fisesd  year  in  which 
the  expenditure  was  made  by  the  State 
educational  agency;  or  (2)  until  the  State 
agency  is  notified  that  such  records  are 
not  needed  fm:  xarognun  administratiem 
review;  or  (3)  until  the  State  agency  » 
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notified  of  the  completion  of  the  Depart¬ 
ment's  fiscal  audit,  whichever  Is  later. 

The  records  involved  in  any  claim  or 
expenditure  adiich  has  been  Questioned 
ffhftii  be  further  maintained  until  neces¬ 
sary  a^ustments  have  been  made  and 
the  a^ustments  have  been  reviewed  and 
cleared  by  the  Department. 

Records  supporting  accountability  for 
nonconsumable  equipment  purchased 
under  the  program  with  Federal  finan¬ 
cial  partlcixwtion  and  costing  $10  or 
mwe  shall  be  kept  until  notification 
of  the  c<xnpletion  of  the  review  and  audit 
covering  the  disposition  of  such  equip- 
mimt.  45  CFR  140.7  ** 

1.7  State  and  local  edncatioiud  agencies 
recttTing  financial  assistance  'for 
'  guidance  and  counseling  and  testing 
programs  under  title  V  of  the  Na¬ 
tional  Defense  Education  Act. 

To  keep  records  supporting  claims  for 
Federal  grants  or  relating  to  the  ac- 
oountabili^  of  the  grantee  for  expendi¬ 
tures  of  Federal  grants  and  matching 
funds. 

Retention  period:  (1)  for  3  years  after 
the  close  of  the  fiscal  year  in  which  the 
expenditure  was  made  by  the  State  or 
local  educational  agency ;  or  (2)  until  the 
State  agency  is  notified  that  such  records 
are  not  needed  for  pxt^ram  administra- 
ti(m  review;  or  (3^  until  the  State  agency 
is  notified  of  the  completion  of  the  De¬ 
partment’s  fiscal  audit,  whichever  is 
later. 

The  records  involved  in  any  claim  or 
expenditure  which  has  been  questioned 
shall  be  furttier  maintained  until  neces¬ 
sary  adjustments  have  been  made  and 
the  adjustments  have  been  reviewed  and 
cleared  by  the  Department. 

Records  supporting  accountability  for 
Donconsumnble  equipment  purchased 
under  the  mrogram  with  Federal  financial 
participation  and  costing  $10  or  more 
shall  be  kept  until  notification  of  the 
completion  of  the  review  and  audit 
covering  the  disposition  of  such  equip¬ 
ment.  45  CFR  143.17 

1.8  Private  nonprofit  elemeotary  and 
secondary  spools  receiving  loans 
under  title  III  of  the  National  De¬ 
fine  Education  Act  for  acquisition  of 
equipment  for  strengtheidng  science, 
mathematics,  and  modeni  foreign 
language  instruction. 

To  keep  afi  records  supporting  the  use 
of  loan  funds  accessible  and  intact 
Retention  period:  XTntdl  the  loem  has 
been  paid  in-full  or  until  3  years  after 
receipt  of  loan  funds,  whichever  is  later. 
45  CFR  142.14  ' 

1.9  Institutes  of  hi|hev  education  en¬ 
titled  to  payments  for  apfunved  fd- 
lowship  program  under  title  IV  of 
the  National  Defense  Education  Act. 

To  keep  records  supporting  claims  for 
federal  payments. 

Retention  period:  (1)  For  3  years  after 
the  close  of  the  fiscal  year  to  which  such 
^rds  relate;  or  (2)  until  they  are  noti¬ 
fied  that  such  records  are  not  needed  for 
Bogram  administration  review:  or  (3) 
^tU  they  are  notified  of  the  completion 
of  the  Department’s  fiscal  audit,  which¬ 
ever  is  later.  The  records  involved  In 
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any  claims  whldi  have  been  questioned 
shall  be  further  maintained  until  neces¬ 
sary  adjiutm^ts  have  been  made  and 
the  adjustments  have  been  reviewed  and 
cleared  by  the  Department.  45  CFR 
145.5 

1.10  State  agencies  receiving  payments 
for  framing  under  the  Manpower 
Development  and  Training  Act 
1962. 

To  keep  records  supporting  claims  for 
Federal  funds  or  rdating  to  the  account¬ 
ability  of  the  State  agency  for  expendi¬ 
ture  of  the  Federal  funds  and  of  its 
sfcmre  of  the  cost  of  providing  training 
under  the  Act. 

Retention  period:  (1)  For  3  years  after 
the  close  df^tbe  fiscal  year  in  which  the 
expenditure  was  made  by  the  State 
agency  or  any  public  or  private  educa¬ 
tional  agency  or  institution;  or  (2)  until 
the  State  agmcy  is  notifi^  that  such 
records  are  not  needed  for  program  re¬ 
view;  or  (3)  until  the  State  agency  is 
notified  (rf  the  completion  of  the  Federal 
fiscal  audit,  whichever  is  later. 

’Ihe  records  involved  in  any  claim  or 
expenditure  which  has  been  questioned 
shall  be  further  maintained  until  neces¬ 
sary  adjustments  have  been  made  and 
the  adjustmmts  have  been  reviewed  and 
cleared  by  the  Commissioner.  45  CFR 
160.13  .  . 

1.11  Agencies  receiving  Federal  finan¬ 
cial  assistance  for  noncommercial 
educational  television  IntNidcast  fa¬ 
cilities.  [Added] 

(a)  To  maintain  all  records  relating 
to  the  reoebH  Imd  expenditure  of  the 
Federal  grant  fimds  and  to  the  exp^idi- 
ture  of  non-Federal  share  of  the  cost 
of  the  project. 

Retentioa  period:  3  years  after  close 
of  fiscal  year  in  which  expenditure  was 
made  or  imtil  audit  is  completed  or  until 
agmcy  notifies  that  such  records  are  no 
longer  needed,  whichever  is  later.  45 
CFR  60.19 

(b)  To  maintain  descriptive  inven¬ 
tories  or  other  records  supporting  ac¬ 
countability  of  all  items  of  transmis¬ 
sion  apparatus  acquired  or  installed  with 
Federal  financial  assistance. 

Retentioa  period:  10  years  after  com¬ 
pletion  of  the  project.  45  CFR  60.19 

2.  Food  and  Drug  Admmistfation 

2.1  Penon*  introducing  shipment  or  de¬ 
livery  of  nnlabeled  food  into  inter¬ 
state  commerce  and  iqMraUMV  of 
establishments  processing,  labeling, 

.  and  repairing. 

Persons  shipping  imlabeled  food  inte¬ 
state  and  operators  of  establishments 
processing,  labding,  or  repacking  su^ 
food,  wh^  such  persons  and  such 
operator  are  not  the  same  person,  shall 
keep  written  agreements  containing 
such  specifications  as  will  insure  that 
such  food  will  not  be  adulterated  ot 
miiAranded  upon  completion  of  su^ 
processing,  labeling,  or  repacking. 

RetentUm  period:  2  years  after  final 
diipmMit  or  dMlvoy  of  such  food  from 
such  estabUsfammit.  21  CFR  1.13 
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2.2  Persona  introducing  ahipmeat  or  de¬ 
livery  of  unlabeled  drugs  and  devices 
into  interstate  commerce  and  opera¬ 
tors  of  establishments  procening, 
labeling,  and  repadking. 

Persons  shi]H>ing  unlabeled  drugs 
and  devices  into  Interstate  commerce 
and  operators  of  establishments  proc¬ 
essing.  labeling,  or  repacking  such  drugs 
and  devices,  where  such  persons  and 
such  operator  are  not  the  same  person, 
shall  keep  written  agreements  contain¬ 
ing  such  specifications  as  will  insure 
that  such  drugs  or  devices  will  not  be 
adulterated  or  misbranded  upon  com¬ 
pletion  of  such  processing,  labeling,  or 
repacking. 

Retention  period:  2  years  after  final 
shipment  or  delivery  of  such  drugs  or 
devices  from  such  establishment.  21 
CFR  1.107 

2.3  Persous  introducing  shipment  or 
delivery  of  mdabeled  eosmetics  into 
intersUite  oominerce  and  operators 
ot  establish ments  processing,  labd- 
ing,  and  r^Maddng. 

Persons  shipping  unlabeled  cosmetics 
interstate  and  operators  of  establish¬ 
ments  processing,  labeling,  or  repacking 
such  cosmetics,  vdiere  such  persons  and 
such  operator  are  not  the  same  person 
shall  keep  written  agreements  contain¬ 
ing  such  spedficatkms.  as  will  insure 
that  such  cosmetics  will  not  be  adulter¬ 
ated  or  misbranded  upon  completion  of 
such  processing,  labeling,  or  repacking. 

Retention  period:  2  yean  after  final 
shipment  of  delivery  of  such  cosmetics 
from  such  establishment.  21  CFR  1.204 

2.4  [Deleted] 

2.5  Padeers  af  proccMed  shrimp  and 
canned  oysters  operating  under  the 
seafood  inspectioa  service. 

Shall  ke^  shiiH;>ing  records  covering 
shipments  from  each  lot  of  inspected 
seafood. 

Retention  period:  At  least  2  years.  21 
CFR  85.9, 85.24 

2.6  Sponsors  of  new  drugs  for  investi- 
gatkmal  use;  parsons  shipping  new 
drugs  for  laborat<N*y  use.  [Revised] 

(a)  Sponsors  of  new  drugs  for  investi- 
gatioinal  use  shall  keep  and  maintain  <1) 
complete  records  of  each  shipment  and 
delivery  to  an  investigator,  and  (2)  ac¬ 
curate  progress  reports  of  the  investiga¬ 
tion  and  significant  findings,  together 
with  any  significant  changes  m  the 
informational  material  suwUed  to 
investigators. 

Retention  period:  2  years  after  a  new- 
drug  application  is  approved  for  the  drug 
or,  if  unaigM^ved.  2  years  after  shlpmoit 
and  delivery  for  investigational  use  is 
discontinued  and  the  Food  and  Drug 
Administration  is  so  notified.  21  CFR 
130.3 

'  (b>  Persons  introducing  a  shipment 
of  or  deliv^ing  interstate  a  new  drug  for 
laboratory  study  or  animal  trats  shall 
keep  and  maintain  complete  records  of 
each  shipment  and  delivery. 

Retoition  period:  2  years  after  sudi 
shipment  and  delivery.  21  CFR  130.3 
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RULES  AND  REGULATIONS 


Z,6m  Mannfaetorers  of  drags.  [Added] 
To  TnaintjLin  rccords  ot  all  written  or 
verbal  complaints  for  each  product  and 
the  evaluation  and  action  relating  to 
such  complaints. 

Retention  period:  Not  specified.  21 
CFR  133.14 

2.7  Persons  requesting  certification  of 
antildolic  drugs ;  person*  introducing 
shipment  or  delivery  of  antibiotic 
drugs  into  interstate  commerce  and 
operators  of  establishments  process* 
ing,  labding,  storing,  repacking,  and 
remanufacturing.  [Revised] 

(a)  Persons  requesting  certification  of 
antibiotic  drugs  shall  keep  complete  rec¬ 
ords  of  all  shipments  and  deliveries  of 
each  batch  or  part  thereof. 

(b)  Persons  shipping  antibiotic  drugs 
interstate  for  processing,  labeling,  stor¬ 
ing,  repacking,  and  remanufacturing, 
and  operators  of  such  establishments, 
whether  or  not  the  shipper,  shall  keep 
complete  records  of  all  shipments  and 
deliveries  of  c^h  batch  or  part  thereof. 

Retention  period:  3  shears  from  date 
of  shUmient  or  delivery  and/or  receipt 
of  same  (photostatic  or  other  permanent 
reproductions  may  be  used  as  substitutes 
after  the  first  2  years,  21  CFR  146.1). 
(a)  21  CFR  146.5;  (b)  21  CFR  146.18- 
146.22 

2.8  Antilnotic  ifaug  dMtributon  and 
importer*  for  investigational  use. 

Persons  shipping  antibiotic  drugs  in¬ 
terstate,  and  persons  importing  anti¬ 
biotic  d^s.  for  investigational  use,  shall 
keep  (1)  statement  by  expert  that  he  has 
adequate  facilities  for  the  investigation 
and  that  the  drug  will  be  used  by  or 
under  his  direction,  and  (2)  cmnplete 
records  of  each  ehipm^t  and  delivery.' 

Retention  period:  3  s^ars  from  date  of 
shipment  or  delivery  (photostatic  or 
other  permanent  reproductions  may  be 
used  as  substitutes  after  the  first  2  years, 
21  CFR  146.1).'  21  CFR  146.23 

2.9  Insulin  distrOrattm  to  whom  certi* 
ficatkm*  have  bem  iasned  by  the 
Food  and  Drug  Administration. 

Shall  keep  records  of  shipments  and 
deliveries. 

Retention  period:  2  years  after  dis¬ 
posal  of  all  the  batch  covered  by  the  cer¬ 
tificate.  21  CFR  164.8 

2.10  Dairy  farms  and  plants  at  which 
any  milk  or  cream  is  pasteurised  for 
shipment  or  transp<Htation  into  the 
United  States. 

Shall  keep  all  thermograph  charts. 
Retention  period:  2  years,  unless 
within  that  period  the  charts  are  exam¬ 
ined  and  released  by  authorized  agent  of 
the  Secretary.  21  CFR  290.17 

2.11  Persons  manufacturing,  process¬ 
ing,  packing,  or  holding  finished 
phu-maceuticals.  [Added] 

Shall  keep  and  maintain  (1)  batch 
production  and  control  records  for  each 
batch  of  drugs;  (2)  complete  records  of 
all  data  concerning  laboratory  tests  per¬ 
formed;  and  (3)  complete  records  of  the 
distribution  of  each  batch  of  drug  in  a 
manner  that  will  facilitate  its  recall  If 
necessary. 


Retention  period :  At  least  2irears  after 
distribution  has  been  completed.  21 
CFR  133.7,  133.11,  133.12 

2.12  Persons  to  whom  c<dor-additive 
certificates  have  been  issued  by  the 
FcM»d  and  Drug  Administration. 
[Added] 

Shall  keep  complete  and  separate  rec¬ 
ords  showing  the  disposal  of  an  the  color 
additive  frqm  the  batch  covered  by  such 
certificates. 

Retention  p>eriod:  At  least  2  years  after 
disposal  of  all  such  color  additive.  21 
CFR  8.26 

2.13  Persons  delivering  for  introduction 
or  introducing  into  interstate  com¬ 
merce  a  eolcH*  additive  ot  a  food, 
drug,  OT  cosmetic  containing  such  an 
additive,  for  investigational  use. 
[Added] 

Shall  maintain  complete  records  of 
each  shipment  and  delivery. 

Retention  period:  2  years  after  such 
shipment  and  delivery.  2)  CFR  8.33 

2.14  Persons  processing  food  with 
gamma  radiation  and/or  electron 
beam  radiation.  [Add^] 

Shall  keep  a  record  of  the  total  dose 
absorbed. 

Retention  period:  1  year.  21  CFR 
121.3002,  121.3004 

3.  Public  Health  Service 

3.1  State  health  authorities  and  coo^ 
erating  agmcies  using  grant  funds 
for  training  under  section  314  of  the 
Public  Health  Service  Act. 

To  maintain  records  o|  authorized  per¬ 
sonnel  training  for  health  work  under 
Federal  grants  provided  under  section 
314  of  the  Public  Health  Service  Act  for 
purpose  of  audit  for  compliance  with 
Public  Health  Service  standards,  and 
have  accessible  the  ^available  records, 
documents,  and  information  pertinent 
to  the  audit  of  activities  and  programs 
described  in  the  plan  of  the  cooperating 
agency. 

Retention  period:  Not  specified.”  42 
CFR  51.11,  51.15 

3.2  State  health  authorities  and  coop¬ 
erating  agencies  using  grant  funds 
for  training  under  section  314  of  the 
Public  Health  Service  Act. 

To  maintain  a  separate  and  distinct 
fund  account  for  each  Public  Health 
Service  grant  authorized  imder  section 
314  of  the  Public  Health  Service  Act. 


*AU  records  supporting  claims  for  Federal 
grants,  or  relating  to  the  accountability  of 
the  State  or  other  grantee  agency  for  ex¬ 
penditures  of  Federal  grants — and,  where  re¬ 
quired,  of  matching  funds — ^mxist  be  kept 
intact  untU  the  completion  of  the  fiscal 
audit  and/or  such  other  reviews  as  are  regu¬ 
larly  conducted  by  the  Federal  agencies,  or 
for  three  years,  whichever  is  later,  llie  rec¬ 
ords  Involved  in  any  claims  or  expenditures 
which  have  been  questioned  should  be  fur¬ 
ther  maintained  untU  necessary  adjust¬ 
ments  have  been  made  and  the  adjustments 
have  been  reviewed  and  cleared  by  the  Fed¬ 
eral  agencies.  The  Department  of  Health, 
■ducation,  and  Welfare  does  not  require  that 
records  be  maintained  beyond  this  period 
unless,  under  special  circumstances,  the 
grantee  agency  is  specifically  advised  that 
certain  record  materials  should  be  retained 


Retention  period:  Not  specified.”  42 
CFR  51.13 

3.2a  Institutions  receiving  grants  for 
research  projects.  [Added] 

To  maintain  such  progress  and  fiscal 
records  as  the  Surgeon  General  may 
prescribe. 

Retention  period:  3  years  after  termi¬ 
nation  of  the  project  period  unless  a 
shorter  or  longer  period  of  time  is,  re¬ 
spectively,  permitted  or  required  in  writ¬ 
ing  by  the  Surgeon  General.  42  CTR 
52.23 

3.3  Applicants  receiving  Federal  funds 
for  hospital  and  medical  facilities 

^  survey  and  construction  projects. 

Applicants  and  contractors  to  main¬ 
tain  pasnroll  records  and  kickback  state¬ 
ments  for  all  laborers  and  mechanics 
working  at  the  site. 

Retention  period:  3  years  after  com¬ 
pletion  of  the  contract.  42  CFR  53.127 

3.4  Applicants  receiving  Federal  funds 
for  hospital  and  medical  facilities 
survey  and  ctmstruction  projects. 

To  be  required  by  the  State  agencies  to 
establish  and  maintain  adequate,  ac¬ 
counting  and  fiscal  records  reflecting  the 
receipt  and  expenditure  of  funds  allotted 
and  paid  for  construction  of  hospitals 
and  medical  facilities  under  the  Public 
Health  Service  Act. 

Retention  period:  Not  specified.  42 
CFR  53.129 

3.5  State  agmcies  receiving  Federal 
funds  for  hospitad  and  medical  facili¬ 
ties  survey  and  construction  projects. 

To  maintain  accoimts  of  all  Federal 
and  State  funds  allotted  for  constructioD 
projects,  reflecting  the  funds  allotted, 
encumbered,  and  unencumbered  bal¬ 
ances,  including  separate  fund  accounts 
for  identifying  the  Federal  and  State 
funds. 

Retention  period:  Not  specified.  42 
CFR  53.129 

3.6  State  agencies  receiving  Federal 
funds  for  applicants  for  construction 
{NToject  grants  or,  for  the  State  itself, 
as  an  applicant. 

To  keep  adequate  records  of  accounts 
and  fiscal  controls  to  assure  proper 
accounting  of  all  funds  received  and 
disbursed,  including  similar  suitable  ac¬ 
counts  to  show  the  receipt  and  disburse¬ 
ment  of  State,  local  or  other  funds  used 
for  matching  purposes. 

Retention  period:  Not  specified.  42 
CFR  53.129  . 

3.7  [Deleted] 

3.8  State  and  interstate  water  pollution 
control  agencies  receiving  Federal 
grants  for  water  pollution  control 
programs. 

To  maintain  accessible  for  purpose  of 
audit,  records,  documents,  and  informa¬ 
tion  that  relate  to  the  grants. 

Retention  period:  Not  specified.  42 
CFR  55.7 


tintU  q>ecific  questions  are  settled.  It  Is  rec¬ 
ognized  that  a  State  or  locality,  by  law  or 
regulation,  may  make  additional  require¬ 
ments.  (PHS-CB  Health  Grants  Manual- 
Part  17-1 .80) 
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$.9  AppBcants  receiviiic  Federal  funds 
for  construction  of  treatment  woiIes, 
wliich  are  used  for  treatmoil  of  sew> 
age  or  isMlustrial  wastes  of  a  liquid 
nature. 

.  To  adequate  accounttng  and 

fiscal  recQvds  to  reflect  the  receipt  and 
expenditure  of  funds  for  the  purpose  of 
the  project. 

Retention  period:  Not  specifled.  42 
CFR  55.2d(h) 

5.10  Apfdicants  receiving  Federal  funds 

for  construction  of  treatment  wwkSf 
whidi  are  used  for  treatment  of 
sewage  or  industrial  wastes"  of  a 
liquid  nature.  ^ 

Applicants  and  contractors  to  maintain 
payroll  records  and  kickback  statements 
for  all  laborers  and  mechanics  working 
at  the  site. 

Retention  period:  3  years  after  com¬ 
pletion  of  the  contract.  -  42  CFR  55.32 

3.11  Instituti<His  recenring  grants  for 
construction  of  research  facilities. 

To  maintain  such  fiscal  or  other  rec¬ 
ords  and  furnish  such  progress  or  other 
reports  relating  to  the  construction  as 
may  be  direct^  by  the  Surgeon  General. 

Retention  period:  Not  specifled.  42 
CFR  57.8 

3.12  Schools  of  puUic  health  receiving 
grants  for  provision  of  public  health 
training. 

To  maintain,  accessible  lor  purpose  of 
audit,  records,  documents,  and  informa¬ 
tion  that  relate  to  the  grants. 

I  Retention  period:  Until  completion  of 
the  fiscal  audit  and  resolution  of  all 
questions  arising  therefrom.  48  CFR 
58.9 

3.13  Institutions  receiving  Federal  grants 
for  National  -Institutes  of  Health 
training. 

To  make  available  for  audit  or  other 
reasonable  inspection  the  fiscal  and  other 
records  of  the  institution  relating  to  the 
training  for  which  a  grsmt  is  awarded. 

Retention  period:  Not  specifled.  42 
CFR  64.4 

3.14  licensed  domestic  and  foreign 
manufacturing  establishments  of- 
biidoipcal  pr^ncts  or  trivalent  or* 
ganic  arsenicals. 

To  keep  records  concurrently  with  per¬ 
formance  of  each  step  in  the  manufac¬ 
ture  and  distribution  of  each  lot;  com¬ 
plete  records  of  recall  from  disMbution; 
rterllization  records  including  date, 
duration,  temperature,  and  other  condi¬ 
tions  relating  to  each  sterilizatioor,  so  as 
to  identify  the  particular  process  to 
■Which  the  sterilization  relates;  smimal 
necropsy  records;  records  by  each  estab¬ 
lishment  participating  in  manufacture 
of  a  product  showing  degree  ot  indlvid- 
nal  re^nsibility  with  manufatcturer 
preparing  product  in  final  form  to  r^ain 
complete  records  of  all  manufacturing 
operations;  and  records  of  lests  ot  cul- 
wes  for  verification  of  identity  and 
determination  of  freedom  from  ex¬ 
traneous  organisms. 

Representatives  of  licensed  foreign 
^tablishments  distributing  biological 
tracts  or  trivalent  organic  arsenicaU 
into  any  State  or  possession  of  the  United 


* 


States.  To  ke^  such  records  of  distri¬ 
bution  as  are  required  of  domestio 
licensed  establishments. 

Retention  period:  5  years  after  the  rec¬ 
ords  of  manufacture  have  been  com¬ 
pleted  or  •  months  after  the  latest  ex¬ 
piration  date,  whichever  is  later. 

Suspension  of  retention  requirements: 

If  a  summary  is  retained,  authorization 
may  be  granted  to  suspend  retention  of 
records  of  a  manufacturing  step  upon  a 
showing  that  such  records  no  longer 
serve  the  purpose  for  which  they  were 
made.  42  CFR  73.21,  73.37.  73.77 

3.15  licensed  manafactnring  establish¬ 
ments  processing  whole  blood 
(hnman)  or  packed  red  blood  cells 
(human) .  [Revised  ] 

To  maintain  records  of  all  aspects  of 
the  iHtx^esslng.  If  a  summary  is  retained, 
authorization  may  be  granted  to  suspend 
retention  of  records  of  a  manufacturing 
step  upon  a  showing  that  such  records  no 
longer  serve  the  purpose  for  which  they 
were  made. 

Retention  period:  5  years  after  the 
records  or  manufacture  are  completed 
or  6  months  after  the  latest  expiration 
date,  whichever  is  later.  42  CFR  73.37, 
73.304,  73.327 

3.16  [Consalidated  with  3.15] 

'  4.  Social  Security  Administration 
[Renumbered] 

4.1  States  under  agreement  for  special 
coverage  State  and  local  govem- 
ment  employees. 

To  keep  or  cause  to  be  kept  by  the 
Rtate,  or.  with  respect  to  employees  of 
any  political  subdivision  thereof,  by  such 
political  subdivision,  accurate  records 
of  aU  remuneration  paid  employees 
in  coverage  groups,  containing  data 
relating  to  employee  identification,  pay¬ 
ments  made,  withholdings  and  collec¬ 
tions,  and  details  of  adjustment  or  settle- 
meat,  necessary  explanations,  a  cmnplete 
and  detailed  record  respecting  any  con¬ 
tribution  or  interest  against  which  a 
refund  or  credit  is  claimed,  and.  as  a 
part  of  these  records,  copies  of  returns, 
reports,  schedules,  and  statements  re- 
qifired  to  be  kept  under  these  regula¬ 
tions  or  by  inshnetions  applicable  to  any 
form  prescribed  th^eunder. 

Retention  period:  For  records  relating 
to  claims  for  refunds  or  credit,  at  least 
4  years  after  claim  is  filed:  for  others,  at 
least  4  years  after  due  date  or  date  of 
payment  of  related  contribution,  which¬ 
ever  is  later.  20  CFR  404.1254,  404.1256 

Buraou  Fvdrol  Cmdit  Uni*** 

4.2  Federal  Credit  Unkma. 

To  keep  accounting  records  as  pre¬ 
scribed  in  45  CFR  301.14. 

Retention  period:  Not  specified.*  45 
CFR  301.14 

4.3  CuatodiMia  of  records  of  Federal 
Credit  Uummu  voluatarily  liquidated. 

To  ke^  all  records  ot  the  liquidated 
credit  union  necessary  to  establish  that 
creditors  were  paid  and  that  members’ 
shareholdings  were  equitably  distributed. 


*  See  Accounting  Manual  for  Federal  Credit 
Unions  [October  1954),  pp.  lOB-lll. 


Retention  period:  5  years  f<^wtng 
date  of  cancellation  of  the  charter  of  the 
credit  union.  45  CFR  310ai.  310.13 

V.  DEPARTMENT  OF  THE 
INTERIOR 

1.  Office  of  the  Secretory 

1.1  Permittees  filming  motion  pictures 
on  any  area  under  the  |urisdietion  ef 
the  Department  of  the  Interi<^. 

To  furnish  upon  request  for  admin¬ 
istrative  use  a  print  of  the  film  foot¬ 
age  taken  pursuant  to  the  permission 
granted. 

Retention  period:  3  srears  from  date 
permission  is  granted.  43  CFR  5.1 

2.  Fish  and  Wildlifo  Sorvko 

2.1 .  Operators  of  commercial  pidung 
establishments,  cold  storage  or  lodcer 
plants  receiving,  possessing,  or  hav¬ 
ing  custody  of  migratory  game  birds. 

To  maintain  accurate  records  showing 
the  numbers  and  kinds  of  such  birds, 
dates  reedved  and  disposed  of,  and  the 
names  and  addresses  of  the  persons  from 
whom  received  and  to  whom  delivered. 

Retenticm  period:  1  year  following  the 
close  of  the  open  season  on  migratory 
game  birds.  50  CTR  10.9 

2.2  Persons  exercising  privileges  under 
permits  granted  under  Migratory 
Bird  Treaty  Act  regulatkms. 

To  keep  records  and  make  reports  as 
specified  in  the  permits  issued  by  the 
Fish  and  Wildlife  Service  for  the  impor¬ 
tation,  leaking,  sale,  purchase,  or  other 
acquisition,  and  possession  of  live  mi¬ 
gratory  birds  and  their  eggs  for  propa- 
gatii^  purposes;  for  the  importaUoa 
taking,  sale,  purchase,  or  other  acquisi¬ 
tion,  and  possession  of  migratory  birds 
and  their  eggs,  nests  or  parts  for  scien¬ 
tific  and  other  limited  purposes;  for  the 
disposition  and  transpcMrtation  of  such 
birds,  eggs,  nests,  parts  and  their  in¬ 
crease;  and  for  the  mounting  or  other 
preparation  by  a  taxidermist  of  such 
birds,  eggs,  or  nests. 

Retention  period:  12  memths  following 
the  date  on  which  necessary  reports  ai  e 
submitted.  SO  CFR  16.9,  16.11,  16.12, 
16.13  (retention:  16.3, 16.5) 

2.3  Perstms  exeredsing  privileges  under 
permits  to  kill,  frighten,  or  herd 
migratory  birds  injuring  cropsi 

To  ke^  an  accurate  reemrd  oi  all 
migratory  birds  killed  and  submit  a  re¬ 
port  stating  the  species  and  number  of 
migratory  birds  killed  by  the  permittee. 

Retention  period:  12  months  following 
the  date  on  which  necessary  reports  are 
submitted.  50  CFR  16.21  (retention: 
16.5) 

2.4  California  State  Agricultural  Com¬ 
missioner  authorial  to  kill  or  to 
have  killed  certain  Idrds  economi¬ 
cally  injurious. 

To  keep  a  record  of  the  persons  au¬ 
thorized  by  him  to  kill  such  birds  and  of 
the  number  of  birds  killed  by  each  person 
so  authorized,  as  weU  as  by  himself,  and 
to  make  a  report  thereof. 

Retention  period:  12  months  following 
the  date  on  which  necessary  reports  are 
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submitted.  50  CFR  16.28  (retention: 
16.5) 

2.5  Penons  anthoriaed  to  kill  depredmt- 
inc  purple  fallinulea  in  Lowiriana. 

To  maintain  record  of  the  number  of 
birds  killed  by  him  and  submit  a  report 
thereon. 

Retention  period:  12  months  following 
the  date  on  which  necessary  reports  are 
submitted.,  50  cm  16.24  (retention: 
16.5) 

2.6  Slate  fish  and  game  departments 
ocmdncting  wildlife  restoration  proj¬ 
ects  with  Federal  aid. 

To  keep  or  direct  the  keeping  of  sepa¬ 
rate  project  records  of  cost  of  lands  ac¬ 
quired,  Improvemoits,  construction, 
overhead  and  maintenance  done  by  or  on 
behalf  of  the  State. 

Retention  period:  3  years  following 
notification  of  acceptability  of  project 
claims  and  accomplishments.  50  CFR 
80.27, 80.28 

2.7  Licensees  on  whale  catchers  and 
factory  ships,  and  at  land  stations. 

TO  maintAin  records  of  detailed  in- 
f(»ination  of  the  killing,  capturing,  and 
deliyery  of  whales  and  a  detailed  record 
of  whales  received  and  processed. 

Retmtion  period:  6  months  following 
the  calendar  year  to  which  the  records 
apply.  50  CFR  230.30,  230.31,  230.32 
(retention:  230.34) 

2.8  Loan  applicants  of  the  fisheries  loan 
fnncL 

To  maintain  books  of  account  and 
submit  periodic  nports  as  required  by 
the  Secretary  of  we  Interior. 

Retention  period:  End  of  loan  period. 
50  CFR  250.12 

2.9  Applicants  for  fishing  vessel  mort¬ 
gage  insurance. 

Borrower  and  lender  to  keep  books  of 
account  and  submit  periodic  reports  as 
required  by  the  Secretary  of  the  Interior. 

Retention  period:  End  of  period  dur- 
ing  which  insurance  is  in  force.  50  CFR 
255.4 

3.  Geological  Survey 

5.1  Coal-mine  lessees  (federally  owned 
lands). 

To  keep  records  of  all  coal  mined,  sold, 
or  otherwise  disposed  of.  Records  of 
correct  daily  weights  or  biweekly  meas¬ 
urements  shall  be  posted  if  the  miners 
are  paid  by  weight  or  measurement. 

Retention  period:  Not  specified.  30 
CFR  211.15 

3.2  Oilnnd  gas  lessees  (f^erally  owned 
and  restricted  Indian  lands). 

To  keep  accurate  and  complete  records 
of  the  drilling,  redrilling,  deepening,  re¬ 
pairing.  plugging,  or  abandoning  of  oil 
wells  and  of  all  other  well  operations, 
and  of  all  alterations  to  casing. 

Retention  period:  Until  submission  of 
reports  to  Regional  Oil  and  Oas  Super¬ 
visors.  30  C7R  221.23 

3.3  Petroleum  producers  in  designated 
areas  (all  of  Louisiana  and  certain 
counties  in  Texas  and  New  Mexico).* 
[Amended] 

To  keep  records  of  inventories,  produc¬ 
tion.  consumption,  and  deliveries,  and 


gauge  tickets,  run  tickets,  and  other 
records. 

Retention  period:  Unless  otherwise 
notified  by  the  Federal  Petroleum  Board, 
the  (operator  may  dispose  of  records 
retained  for  a  period  of  5  or  more  years. 
30  CTR  222.10 

3.4  Petrtdenm  and  petndeum  products 
purchasers,  refiners,  storers,  ship¬ 
pers,  consignors,  casinghead  gasoline 

.  idants  and  persons  dealing  in  petro¬ 
leum  or  petroleum  im>dncts  as  a 
factor,  huyo*,  or  sdUor  in  designated 
areas  (all  of  Louisiana  and  certain 
counties  in  Texas  and  New  Mexico). 
[Amended] 

To  keep  records  of  inventories,  re¬ 
ceipts.  consumption,  deliveries,  and  oper¬ 
ations,  and  other  records. 

.Retention  period:  Unless  otherwise 
notified  the  Federal  Petroleum  Board, 
the  operator  may  dispose  of  records 
retained  for  a  period  of  5  or  more  years. 
30  CFR  222.10 

3.5  Petroleum  and  petroleum  products 
redlamati<m  plants  in  designated 
areas  (all  of  Louisiana  and  certain 
eounties  in  Texas  and  New  Mexico). 
[Amended] 

To  keep  records  of  inventories,  re¬ 
ceipts,  reclamation,  and  operations,  and 
other  records. 

Retention  period:  Unless  otherwise 
notified  by  the  Federal  Petroleum  Board, 
the  (H>erator  may  dispose  of  records 
retained  for  a  period  of  5  or  more  years. 
30  CFR  222.10 

3.6  Petrtdeum  and  petredeum  products 
pipdines  in  designated  areas  (all  of 
Ixmisiana  and  certain  counties  in' 
Texas  and  New  Mexico). 
[Amended] 

To  keep  records  of  inventories,  re¬ 
ceipts,  locations,  diversions,  and  ship¬ 
ping.  and  other  records. 

Retention  period:  Unless  otherwise 
notified  by  the  Federal  Petroleum  Board, 
the  operator  may  dispose  of  records 
retained  for  a  period  of  5  or  more  years. 
30  CFR  222.10 

3.7  Petroleum  and  petroleum  products 
transporting  agencies  in  designated 
areas  (all  of  Louisiana  and  certain 
counties  in  Texas  and  New  Mexico). 
[Amended] 

To  keep  records  of  shipments,  diver¬ 
sions.  and  shipping,  and  other  records. 

Retention  period:  Unless  otherwise 
notified  by  the  Federal  Petroleum  Board, 
the  operator  may  dispose  of  records 
retained  for  a  period  of  5  or  more  years. 
30  CFR  222.10 

3.8  Mineral  lessees,  potash,  sodium  and 
other  minerals  (federally  owned 
lands). 

To  keep  books  of  a  correct  account  of 
all  ore  mined,  put  through  the  mill,  of 
all  ore  and  mineral  products  sold  and  to 
whom  sold,  the  weight,  assay  value,  mois¬ 
ture  content,  prices  received,  and  per¬ 
centage  of  mineral  products  recovered 
or  lost.  ■ 

Retention  period:  Not  sq^ecifled.  30 
CFR  231.26 


3.9  Oil  and  gaa  *and  Milphur  lessees 
(outer  Continental  %elf). 

To  keep  well  records  and  production 
records,  and  information  obtained  in  the 
course  of  well  operations. 

Retention  period:  Until  submission  of 
reports  to  Regional  Oil  and  Oas  Super¬ 
visors.  30  enPR  250.37 

4.  Bureau  of  Indian  Affairs 

4.1  Indian  chartered  corporations,  un- 
inemporated  trihes  and  hands,  and 
credit  and  cooperative  associations 
from  the  United  States. 

To  keep  separate  records  and  accounts 
of  their  credits  activities  and  of  their 
cattle  loans. 

Retention  period:  Not  specified.  25 
CFR  91.7 

4.2  Indian  corpemtions  and  tribes. 

To  keep  separate  records  and  accounts 
of  their  cattle  loans  in  connection  with 
the  revolving  cattle  pool. 

Retention  period:  Not  specified.  25 
C:FR92.9 

4.3 — 4.4  [Deleted] 

4.5  Oil  and  gas  ^peline  operators  with 
ri|dits-of-way  over  Indian  lands. 

To  keep  books  and  records  of  oil  pro¬ 
duced  or  run  from  the  lands. 

Retention  period:  Not  q}ecified.  25 
CFR  161.25  -  i 

4.6  Lessees  of  tribal  lands  for  mining. 

To  keep  a  full  and  correct  account 
of  all  operations;  and  their  books  and 
records. 

Retention  period:  Not  specified.  25 
CFR  171.18 

4.7  Lessees  of  allotted  lands  for  mining. 

To  keep  a  full  and  correct  accounting 
of  all  operations  and  their  books  and 
records,  showing  manner  of  operations 
and  persons  interested,  shall  be  open  at 
all  times  for  examination  of  such  officers 
of  the  Department  as  shall  be  instructed 
in  writing  by  the  Secretary  of  the  In¬ 
terior  or  authorized  by  regulations  to 
make  such  examinations. 

Retention  period:  Not  specified.  25 
CFR  172.25 

4.8  Lessees  of  lands  in  Crow  Indian  Res¬ 
ervation,  Montana,  f(V  mining. 

TO  keep  books  of  account  showing 
amount  of  ore  shipped  or  oil  or  other 
mineral  substance  sold  or  treated,  and 
showing  amount  of  money  received  from 
sale  of  ores,  oil.  etc. 

Retention  period:  Not  i^pecified.  25 
CFR  173.18 

4.9  Lessees  of  restricted  lands  of  mem¬ 
bers  of  Five  Qvilized  Tribes,  Okl«- 
honui,  for  mining. 

To  keep  a  full  and  correct  account  of 
all  operations;  and  their  books  and  rec¬ 
ords. 

Retention  period:  Not  specified.  25 
CFR  174.34 

4.10  Lessees  of  lands  in  Osage  Reserva¬ 
tion,  Oklahoma,  for  mining,  except 
oil  and  gas. 

To  keep  upon  the  leased  premises  ac¬ 
curate  records  of  the  drilling,  redrilling, 
or  deepening  of  all  holes,  showing  the 
formations:  and  books  and  records  show- 
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ing  manner  of  operattone  and  persons 
Interested. 

Retention  period:  Not  spedfled. '  25 
CFB  175.18 

4,11  Leasee*  ef  laadU  wnJer  jurisdiction 
•  of  Qnapsw  Agency  Cor  leed  and  ainc 


To  keep  books  in  which  shall  be  a  cor¬ 
rect  account  of  all  ore  and  rock  mined  on 
tbs  tra^  of  all  ore  put  through  the  mill, 

otc* 

Retention  period:  Not  specified.  25 
CPR  176.24 

4.12  Lessees  of  Osafe  Resenratkm  lands 
for  oil  and  gas  mininf . 

To  keep  a  full  and  correct  account  of 
in  operations:  and  their  books  and  rec¬ 
ords. 

Retention  period:  Not  specified.  25 
CFR  183.44 

4.13  Lessees  of  lands  in  Wind  River  In¬ 
dian  Reservati«m,  Wyoming,  for  oO 
and  gas  mining. 

To  keep  a  full  and  correct  account  of 
an  operations;  and  their  books  and  rec¬ 
ords,  showing  the  manner  of  operations 
sod  persons  interested,  shall  be  open  at 
aU  times  for  examination  by  such  officers 
of  the  Department  as  shall  be  instructed 
in  writing  by  the  Secretary  of  the  In¬ 
terior  or  authorized  by  regulations,  to 
make  such  examination. 

Retention  period:  Not  specified.  25 
CFR  184.25 

4.14  IVaders  im  Navajo,  Znni,  and  Hopi 
Reservataons. 

To  keep  accurate  records  of  business 
activities.  Receipts  issued  by  the  trader 
for  Indian  products  'must  be  recorded  in 
die  traders’  books. 

Retention  period:  Not  iq;>ecified.  25 
CFR  252.7, 252.17  ' 

5.  International  Pacific  Halibut 
Commission 

5.1  Masters  or  operators  of  vessels  hpld- 
mg  Pacific  halilrat  fisheries  license  or 
permit. 

To  keep  an  accurate  1(^  of  all  fishing 
(q^tions,  including  the  ^te,  locality, 
amount  oi  gear  used,  and  amount  of  hali¬ 
but  taken  dsdly  in  each  locality. 

Retention  period:  2  years.  50  CPR 

301.9 

5.2  Halibat  dealers. 

To  keep  records  of  each  purchase  or 
receipt  of  halibut,  showing  date,  locality, 
name  of  ressel,  firm  or  corporation  pur¬ 
chased  or  received  from  and  amount  in 
pounds  according  to  trade  categories  of 
the  halibut  and  other  species  landed 
therewith. 

Retention  period:  2  years.  50  CFR 

301.10 

6.  Infematlonal  Whaling  Commission 

^•1  FacUHy  whiding  ships  and  land  ala-, 
tions. 

To  enter  immediately  in  a  permanent 
record  the  information  reported  l^r  radio 
^  whales  taken  by  whale  catdhers,  aa 
Pijscribed  in  50  CFR  851.13  (c),  and 
data,  as  prescribed  in  paragraph 

'0) ,  when  it  becomes  available.  _ 

wtention  period:  Permanent.  50  CPR 
351.13 


7.  Bureau  of  Mines 

7.1  Noit  (suiwlied  by  Bureau  of 
Mines) : 

Vedsnl  Goal  lOna  Ssfsty  Aet,  Ssetlan  106 
(66  Stat.  177,  as  amended  by  60  Stat.  OM, 
SO  UJ3.0.  465) 

FbubuIi  Goat,  imni  Bsrtt  Sat 


Xvery  owner,  lessee,  agent,  manager,  super¬ 
intendent.  or  other  person  having  control  or 
supervlslmi  at  any  coal  nOne  the  i»oducta 
of  which  regularly  enter  commerce  or  the 
operations  of  which  substantially  affect  oom- 
moce  Shan  furnish  to  the  Secretary  of  the 
Interior,  acting  through  the  United  Statee 
Bureau  of  Idlnes,  or  to  any  duly  authorlaed 
repreeentatlTe  of  each  Bureau,  upon  request, 
oomplete  and  correct  Information  to  the  best 
of  bis  knoirtedge  concerning  any  dr  all  acci¬ 
dents  Involving  bodily  Injury  or  loss  of  Ilfs 
which  occurred  In  such  mine  during  the  six- 
month  period  Immediately  preceding  the 
date  on  which  the  request  Is  made.  Whoever 
willfully  vtolates  this  section  shall  be  lined 
not  mOTS  than  $600. 

Retention  period:  Records  of  accidents 
Involving  bodily  injury  or  loss  of  life  in 
coal  mines  should  be  retained  6  months. 

8.  National  Park  Service 

8.1  Oonceasioners. 

TO  keep  records  of  their  employees, 
payrolls,  and  other  records  with  respect 
to  compliance  with  labor  standards  es¬ 
tablished  from  time  to  time  by  or  pur¬ 
suant  to  Federal  or  State"  labor  laws. 

Retention  period:  3  years.  36  CFR 

8.6, 8.8 

VI.  DEPARTMENT  OF  JUSTICE 

1.  General 

1.1  Foreign  agents  required  to  register 
under  22  U.S.C.  611  el  seq. 

To  keep  all  books  and  records  relating 
to  any  activities  which  necessitate  regis¬ 
tration,  including  correspondence,  mem¬ 
oranda,  and  other  written  communica¬ 
tions,  with  or  on  behalf  of  fortdgn 
principals,  cryptographic  paraphernalia, 
names  and  addresses  of  ttiose  designated 
to  receive  “political  propaganda,**  finan¬ 
cial  records,  etc. 

Retention  period:  3  years  after  notify¬ 
ing  DepartmMit  that  activities  requiring 
registration  are  terminated.  CFR 
5.500 

1.2  Foreign  agents. 

TO  keep  books  and  records  (tf  political 
activities. 

Retentioa  period:  3  years  following 
tenninathm  of  activity  as  agent.  Upon 
good  and  sufficient  cause  shown  in  writ¬ 
ing  to  the  Chief,  Registration  Section, 
a  registrant  i^y  be  permitted  to  destroy 
bo(^  and  records  in  support  of  the 
information  fumishe^Jn  the  registra- 
thm  statement  vrtiich'^^  filed  5  or  more 
years  indor  to  the  date  of  the  apiffica- 
tion  to  destroy.  28  CPR  5.500 

1.3  Organiralions  registered  under  Sub¬ 
versive  Activities  Control  Act  of  1950. 

To  ke^  boedeke^sing  and  other  finan¬ 
cial  records  relating  to  registrantg* 
activities,  including  income  and  dis¬ 
bursements,  as  well  as  books  and 
records*  disclosing  members,  officers,  and 
employees  of  registrant. 


Retention  period:  Not  gpeclfied.  18 
CFR  11.204 

1.4  Manufacturers  of  and  dealers  in 
gambling  devices. 

To  keep  monthly  records  of  sales  smd 
deliveries  of  gambling  devices,  showing 
the  mark  and  number  idttitifying  each 
article  togetho’  with  the  name  and  ad¬ 
dress  of  the  buyer  or  consignee  there(tf 
and  the  name  and  address  of  the  carrier, 
and  including  duplicate  bills  and  in¬ 
voices,  in  order  that  monthly  report  may 
be  made  to  the  Attorney  General. 

Retention  period:  5  years.  15  UB.C. 
1173 

2.  Office  of  Alien  Property 

2.1  Persons  engaged  in  foreign  ex¬ 
change  transactioan,  transfers  of 
credit,  and  export  of  coin  or  cur¬ 
rency. 

To  keep  a  fun  record  of  each  ^ch 
transaction  referred  to  in  31  CFR  1274) 
and  127.10,  without  regard  to  whether 
such  transaction  is  dfected  pursuant  to 
Ucense  or  otherwise  and  may  be  required 
by  the  Secretary  of  the  Treasury  and/or 
the  Attorney  General  by  means  of  regu¬ 
lations,  rulings,  instructions,  or  other¬ 
wise  to  keep  a  fuD  record  of  complete 
information  relative  to  any  transaction 
referred  to  in  section  5(b)  of  the  act  oC 
October  6,  1917,  as  amended,  or  relative 
to  any  property  in  which  a  foredgn 
country  or  national  thereof  has  an 
interest. 

Retention  period:  At  least  1  year  after 
date  of  transaction,  for  records  of  trans¬ 
actions  referred  to  in  31  CFR  127J  and 
127.10;  not  specified  for  records  which 
may  be  required.  31  127.12 

VII.  DEPARTMENT  OF  LABOR 

1.  Office  of  the  Secretory 

1.1  Contractors  or  snbcontractors  en¬ 
gaged  in  eanstouedan,  prosecution, 
cfMupletion,  or  repair  of  any  poMic 
building,  pabBe  work,  or  work 
financed  in  whole  or  in  |Mrt  by  loans 
or  grants  from  a  Fedend  agency. 

To  keep  weddy  payroll  records  setting 
out  name  and  address  of  each  laborer 
and  mechanic,  his  correct  clasdflcation, 
rate  of  pay,  daily  and  weddy  number  ot 
hours  worked,  deductions  made,  axMl 
actual  wages  lutid. 

Retention  i^od:  3  years  from  date  of 
completion  of  contract.  29  CFR*  3.4 

1.2  Contractors  or  anbcontractors  sub¬ 
ject  to  bdtor  standards,  provisioas 
applicable  to  contracts  covering  fed¬ 
erally  financed  and  assisted  construc¬ 
tion  (see  29  CFR  S.l). 

To  keep  payroll  records  (including 
name  and  address  of  eadi  labmer  or 
mechanic,  correct  classification,  rate  of 
pay,  daily  and  weekly  numbers  of  hours 
worked,  deductions  made,  and  actual 
wages  paid)  for  all  laborers  and  me- 
chMiics  working  in  the  constructioin  or 
develc^pment  of  certain  projects  (stipu¬ 
lation  to  be  inserted  in  aN>ropriate  con¬ 
tracts  by  interested  Federal  agency) . 

'Retention  period:  3  years  after  ter¬ 
mination  of  dontract,  29  CFR  5.5(a) 
(3)  and  (6) 
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RULES  AND  REGULATIONS 


1.S  [Transferred  to  7.1] 

1.4  [Transferred  to  7.2] 

1.5  [Transferred  to  7.3] 

2.  Buraou  of  Employoos* 
Compontotion 

2.1  Phyricians  and  hosidtals  treating 

Fedmd  employees  eoTMed  by  the 
Employees*  Compensation  of 

1916,  as  amended. 

To  keep  records  of  all  injury  cases 
treated  by  them  sufficient  to  supply  the 
Bureau  of  Employees’  Compensation 
with  a  history  of  the  employee’s  accident, 
the  exact  description,  nature,  location 
and  extent  of  injury,  the  degree  of  dis¬ 
ability  arising  therefrom,  the  X-ray 
findings  if  X-ray  examination  has  been 
made,  Uie  nature  of  the  treatmwt  ren¬ 
dered,  and  the  degree  of  disability  arising 
from  the  injury. 

Retention  period:  Not  specified.  20 
CFR2.10 

2.2  Emidoyow  subject  to  the  provisions 
of  the  Liong8horemen*s  and  Harbor 
Workers*  Compensation  Act,  as  ex¬ 
tended  by  the  Defense  Base  Act,  the 
(^ter  Cmtinental  Shelf  Lands  Act, 
and  the  Nonapmropriated  Fund  In¬ 
strumentalities  Act. 

To  keep  records  in  respect  to  any  in¬ 
jury  to  an  mployee,  including  informa¬ 
tion  of  disease,  other  disability,  or  death. 

Retention  p^iod:  Not  specified.  20 
CFR  31.23 

2.3  Employers  in  the  District  of  Colum¬ 
bia  subject  to  the  L(mgshoremen*s 
and  Hariior  Workers*  Compensation 
Act. 

To  keep  records  in  respect  to  any  in¬ 
jury  to  an  employee,  including  informa¬ 
tion  of  disease,  other  disability,  or  death. 

Retention  period:  Not  specified.  20 
CFR  41.22 

3.  Office  <0!  Labor-Management  and 
Welfare-Pension  Reports  [Revised] 

3.1  Every  labor  organisation  subject  to 
the  Labor-Management  Reporting 
and  Disclosure  Act  of  1959. 

To  maintain  records  on  the  matters  re¬ 
quired  to  be  reported  which  will  provide 
in  sufficient  detail  the  necessary  basic 
information  and  data  from  which  the 
documents  filed  with  the  Ofllce  may  be 
verified,  explained  or  clarified,  and 
checked  for  accuracy  and  completeness, 
and  shall  include  vouchers,  worksheets, 
receipts,  and  applicable  resolutions. 

Retention  p^od:  Not  less  than  6 
years  after  filing  of  documents.  29  CFR 
402.9 

3.2  Every  person  who  pursuant  to  an 
agreement  or  arrangement  with  an 
em|doyer  undertakes  certain  activi¬ 
ties  or  vdio  has  certain  receipts  w 
makes  certain  disbursemmts  subject 
to  the  Labor-Management  Repmting 
and  Disclosure  Act  of  1959. 

To  maintain  records  on  the  matters 
required  to  be  reported  which  will  pro¬ 
vide  in  sufficient  detail  the  necessary 
basic  information  and  data  fnnn  which 


the  documents  filed  with  the  Office  3.7 
may  be  verified,  explained  or  clarified, 
and  checked  for  accuracy  and  complete¬ 
ness.  and  shall  include  vouchers,  work¬ 
sheets.  receipts,  and  applicable  resolu¬ 
tions. 

Retention  period:  Not  less  than  S 
years  after  filing  of  documents.  29  CFR 
406.8 

3.3  Labor  organizations  required  to  file 
annual  financial  reports  under  the 
Labor-Management  Reporting  and 
Disclosure  Act  of  1959. 

To  maintain  records  on  the  matters 
required  to  be  reported  which  will  pro¬ 
vide  in  sufficient  detail  the  necessary 
basic  information  and  data  from  which 
the  documents  filed  with  the  Office  may 
be  verified,  explained  or  clarified,  and 
checked  for  accuracy  and  completeness, 
and  shall  include  vouchers,  worksheets, 
receipts,  and  applicable  resolutions. 

Retention  period:  Not  less  than  5  years 
after  filing  the  documents.  29  CFR 
403.7 

3.4  Employers  required  to  report  pay¬ 
ments  or  agreements  under  the 
Labor-Management  Reporting  and 
Disclosure  Act  of  1959. 

To  maintain  records  on  the  matters 
required  to  be  reported  which  will  pro¬ 
vide  in  sufficient  detail  the  necessary 
basic  information  and  data  from  which 
the  dociunents  filed  with  the  Office  may 
be  verified,  explained  or  clarified,  and 
checked  for  accuracy  and  completeness, 
and  shall  include  vouchers,  worksheets, 
receipts,  and  applicable  resolutions. 

Retention  period:  Not  less  than  5  years 
after  filing  of  doctiments.  29  CFR  405.9 

3.5  Persons  required  to  file  any  repmt 
undw  lalMH*  organization  tmstemhip 
reports  provision  of  the  Lalxur- 
Management  Reporting  and  Disclo¬ 
sure  Act  of  1959. 

To  maintain  records  on  the  matters 
required  to  be  reported  which  will  pro¬ 
vide  in  sufficient  detail  the  necessary 
basic  information  and  data  from  which 
the  documents  filed  with  the  Office  may 
be  verified,  explained  or  clarified,  and 
checked  for  accuracy  and  completeness, 
and  shall  include  vouchers,  worksheets, 
receipts,  and  applicable  resolutions. 

Retention  period :  Not  less  than  5  years 
after  filing  of  documents.  29  CFR  408.10 

3.6  Labor  wganization  .officers  and 
employees  vdio  are  required  to  file 
reports  of  certain  income  and  in¬ 
terests  undo*  the  Labor-Management 
Reporting  and  Disclosure  Act  of 
1959. 

To  maintain  records  on  the  matters 
required  to  be  reported  which  will  pro¬ 
vide  in  suflicient  detail  the  necessary 
basic  information  and  data  trom  which 
the  documents  filed  with  the  Office  may 
be  verified,  explained  or  clarified,  and 
checked  for  accuracy  and  completeness, 
and  shall  include  vouchers,  worksheets, 
receipts,  and  applicable  resolutions. 

Retentkm  period:  Not  less  thanS  years 
after  filing  of  documents.  2R  CFR  464.7 


Ejection  officials  designated  in  the 
ccmstitntkm  and  hjdaws  of  labor  or. 
ganization  conducting  Section  by 
secret  ballot,  or  the  secretary  of  such 
organization  if  no  other  official  is 
dc^gnated,  subject  to  the  Lal^r. 
Management  Reporting  and  Dis- 
closure  Act  of  1959. 

To  preserve  all  election  records,  in¬ 
cluding  ballots. 

Retention  period:  1  year.  29  CFR 
452.12(d) 

3.8  Officials  designated  in  the  constitu¬ 
tion  and  bylaws  or  the  secretary  of 
national  or  international  labor  or¬ 
ganization  udien  no  such  official  is 
d^gnated,  in  Sections  at  conven- 

/  tions,  subject  to  the  LaboL'-Manage- 
ment  Reporting  and  Disclosure  Act 
of  1959. 

To  preserve  the  credentials  of  dele¬ 
gates  and  all  minutes  and  records  per¬ 
taining  to  election. 

Retention  period:  1  year.  29  CFR 
452.13(c) 

3.9  Persons  retpiired^to  file  any  descrip¬ 
tion  or  report  or  to  certify  any  infor- 
mation  therefor  under  the  Welfare 
and  Fusion  Plans  Disclosure  Act. 
[Revised] 

To  maintain  records  on  the  matters  of 
which  disclosure  is  required  which  will 
provide  in  sufficient  detail  the  necessary 
basic  information  and  data  from  which 
the  documents  thus  required  may  be 
verified,  explained,  or  clarified,  and 
checked  for  accuracy  and  conmleteness, 
and  shall  include  vouchers,  worksheets, 
receipts,  and  iq)pllcable  resolutions. 

Retention  period:  5  years.  Sec.  11, 
76  Stat.  38:  29  UB.C.  308b;  29  CFR  Part 
486 

4.  ‘Division  of  Public  Contracts 

4.1  Contractors  subject  to  Public  Con¬ 
tracts  Act  (contracts  with  U.S.  agen¬ 
cies  or  District  of  Columbia). 

1^0  keep  unexpired  certificate  of  age 
of  employee  issued  and  held  pursuant  to 
regulations  issued  by  the  Secretary  of 
Labor  under  the  Fair  Labor  Standards 
Act,  as  protection  against  unintentional 
employment  of  underage  minors. 

Retention  p^od:  During  period  of 
employment  of  such  minors.  41  CTR  ' 
50-201.105 

4.2  Contractors  subject  to  Public  Con¬ 
tracts  Act  (contracts  with  U.S.  agen¬ 
cies  or  District  of  Offiimbia). 

(a)  To  keep  employment  records,  in¬ 
cluding  name,  address,  sex,  occupation, 
date  of  birth  of  each  employee  imder  19 
yrears  of  age  (if  the  onployer  has  ob¬ 
tained  a  certifleate  of  age  to  record  the 
title  and  office  issuing  the  certificate, 
the  number  of  certificate,  if  any,  the  date 
of  its  issuance,  and  the  name;  address, 
and  date  of  Urth  of  the  minor,  as  the 
same  aiK>ears  on  the  certificate  of  age), 
.wage  and  hour  records. 

Retention  period:  3  years  from  date  of 
last  entry.  41  CFR  50-201.501 (d) 

(b)  To  keep  basic  eomloyment  and 
earnings  records,  wage  rate  tables,  and 
work  time  schedules. 
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Retention  period:  2  years  from  date 
of  lart  enlar  or  last  effective  date,  which¬ 
ever  is  later.  41  CFR  50-201.501  (h) 

Contractors  subject  to  Public  Con¬ 
tracts  Act  (c<mtracts  witb  U.S.  agen¬ 
cies  or  District  of  Columbia). 

To  keep  records  of  injury  frequency 
rates  of  employees. 

Retention  period:  3  years  after  date  of 
entry.  41  CPEt  50—201.502 

4.4  Gmtractors  subject  to  Public  Om- 
tracts  Act  (cmitracts  witb  U.S.  agen¬ 
cies).  [Added] 

To  maintain  records  of  radiation  expo¬ 
sure  of  all  employees  for  whom  personnel 
monitoring  is  required. 

Retention  period:  Not  specified.  41 
CFR  50-204.309 

5.  Wage  and  Hour  Division 

5.1  State  agencies  having  agreements 
widi  Secretary  of  Labor,  or  Adminis¬ 
trator  of  Wage  and  Hour  Diviskm, 
for  utilization  of  their  services  in 
fnalciiig  investigations  and  inspec¬ 
tions  under  Fair  Labmr  Standards 
Act  and  Public  Contracts  Act. 
[Amended] 

To  keep  accounting  records  and  sup¬ 
porting  data  pertaining  to  expenditures 
for  investigations  and  inspections. 

Retention  period:  Not  specified.  29 
CFR  515.6;  1500.86 

5.2  Employers  making  retroactive  pay¬ 
ment  of  wages  to  employees,  includ¬ 
ing  industrial  homeworkers,  undw 
supervision  of  the  Administrator. 

To  record  and  preserve,  as  an  entry  on 
payroll  or  other  pay  records,  the  amount 
of  such  pa3rment  to  each  employee,  the 
period  covered  by  such  pasmient,  and  the 
date  of  pasrment;  and  preserve  a  copy  of 
the  report  of  each  such  payment  on  the 
receipt  form  authorized  by  the  Wage  and 

Hour  Division.  _ 

Retention  period:  3  years.  29  CFR 
516.2(b),  516.5.  516.24(b)(7),  645.7(d), 
695.6(d) 

5.3  Employers  subject  to  Fair  Labor 
Standards  Act. 

To  keep  employment  records  relating 
to  wages,  hours,  conditions  of  employ¬ 
ment.  etc. 

Retention  period:  3  years  for  records 
containing  employee  information,  pay¬ 
rolls,  and  certificates,  union  agreements, 
and  notices:  and  2  years  for  basic  em¬ 
ployment  and  earnings  records,  wage 
rate  tables,  work  time  schedules,  order, 
shipping  and  billing  records  (customers* 
bills,  etc.),  records  of  deductions  from 
or  additions  to  pay.  29  CFR  516.2,  516.3, 
516.5, 516.6, 516.8,  516.11-516.27 

5.4  Employers  subject  to  Fair  Labor 
Standards  Act  employing  apprentices 
in  skilled  trade  at  wages  lower  than 
minimum  wage  applicable. 

To  keep  records  relating  to  wages, 
hours,  conditions  of  employment,  etc.,  as 
well  as  designation  of  apprentices  on  the 
payroll,  and,  when  applicable,  the  ap¬ 
prenticeship  program,  apprenticeship 
a^eement,  and  special  certificate  under 
which  an  apprentice  is  employed  shall 
be  retained. 


Ret^tion  period:  3  years  from  termi¬ 
nation  of  apprenticeship.  29  CFR  516.5, 
516.23, 521.8  (a)  and  (c) 

5.5  Joint  apprenticeship  committees 
holding  certificates  issued  by  Admin¬ 
istrator. 

To  keep  records  of  apprenticeship  pro¬ 
gram.  apprenticeship  agreement,  and 
special  certificate  under  which  an  ap¬ 
prentice  is  employed  by  an  employer; 
the  cumulative  amoimt  of  work  experi¬ 
ence  gained  by  the  apprentice,  and  a  list 
of  employers  to  whom  apprentice  was 
assigned  and  period  of  time  worked  for 
each  employer. 

Retention  period:  3  years  from  date  of 
termination  of  apprenticeship.  29  CFR, 
516.5,  516.23,  521.8  (b)  and  (c) 

5.6  Employers  subject  to  Fair  Labor 
Standards  Act  employing  learners 
under  special  learners  certificates. 

To  keep  payroll  records  of  learners 
and  occupation  in  which  each  learner 
is  employed;  any  special  learner  certifi¬ 
cates  issued;  statements  obtained  from 
learners  employed  under  special  learners 
certificates  of  experience  acquired  in  the 
industry  in  the  3  years  prior  to  employ¬ 
ment  as  a  learner;  and  to  maintain  file 
of  all  evidence  and  records,  including 
correspondence,  pertaining  to  filing  or 
cancellation  of  Job  orders  (in  addition 
to  requirements  of  29  CFR  Part  516) . 

Retention  period;  At  least  3  years 
from  last  effective  date  of  the  certificate. 
29  CFR  516.5, 516.23, 522.7 

5.7  Employers  subject  to  Fair  Labor 
Standards  Act  employing  student- 
learners  as  learners  under  certifi¬ 
cates. 

To  keep  pasnroU  records  of  student- 
learners  and  occupation  in  which  each 
student-learner  is  employed  and  copies 
of  applications  serving  as  temporary 
authorization  imder  29  CFR  520,6 (c)  (2) 
and  of  any  special  certificates  issued 
under  which  student-learners  are  ^- 
ployed. 

Retention  period:  At  least  3  years 
from  the  last  effective  date  of  the  certif¬ 
icate.  29  CFR  516.5,  516.23,  520.7 

5.8  Employers  subject  to  Fair  Labor 
Standards  Act  employing  handi¬ 
capped  workers. 

To  keep  a  copy  of  special  certificates 
authorizing  emplosmient  of  workers 
whose  earning  capacity  is  Impaired  by 
physical  or  mental  deficiencies  at  wages 
lower  than  the  minimum  wages  applica¬ 
ble  under  Fair  Labor  Standards  Act  with 
employment  record.  _ 

Retention  period:  3  years.  29  CFR 
524.10  (retention:  516.5,  516.23) 

5.9  Sheltered  workshops  (as  defined  in 
29  CFR  525.2(b)). 

To  keep  records  of  the  nature  of 
each  client’s  handicap,  and  iq;)ecial  cer¬ 
tificates  and  records  required  under  ap¬ 
plicable  provisions  of  29  CTR  Part  516. 

Retention  period:  Not  specified.  29 
CFR  526.11 

5.10  Educational  institutions  emfdoying 
student-workers  as  learners  under 
certificates. 

To  keep  payroll  records  showing  rate 
of  pay,  including  a  copy  of  any  special 
certlflicate  issued. 


Retenticm  period:  At  least  3  years  from 
the  last  effective  date  of  the  certificate. 
29  CFR  516.5, 516.23, 527.** 

5.11  Retail  or  sovice  establishments 
subject  to  Fair  Labor  Standards  Act 
employing  fuU-time  students  outside 
of  their  school  hours  under  special 
fnU-time  student  certificates. 

To  keep  payroll  records  of  full-time 
students  employed  outside  of  their 
school  hours  in  any  retail  or  service 
establishment  and  occupations  in  which 
each  such  full-time  student  is  employed; 
statements  obtained  by  the  employer 
from  schools  attended  by  such  students 
that  the  employee  receives  primarily 
dasrtime  instruction  at  the  physical  loca¬ 
tion  of  the  school  in  accordance  with  the 
school’s  accepted  definition  of  a  full-time 
student;  records  of  the  monthly  hours 
of  emplosonent  of  full-time  students  at 
special  mininnnm  wages  under  a  full¬ 
time  student  certificate  and  of  the  total 
hours  of  mplosrment  during  the  month 
of  all  ^ployees  in  the  establishment; 
and  any  speoiid  certificates  issued. 

Retention  period:  At  least  3  years 
from  the  last  effective  date  of  the  certifi¬ 
cate.  29  CFR  516.5,  516.23,  519.7 

5.11a  Retail  (m*  service  establishments 
subject  to  Fair  Labor  Standards  Act 
employing  employees  exempt  from 
overtime  pay  requirements  pursuant 
to  section  7 (h) .  [Added] 

To  keep  emplo3mient  records  relating 
to  wages,  hours,  circumstances  and  con¬ 
ditions  of .  emplosrment,  including  the 
representative  period  selected. 

Retention  period:  3  years  for  records 
containing  employee  information,  pay¬ 
rolls  and  certificates,  imion  agreements, 
and  notices;  2  years  for  basic  employ¬ 
ment  and  eanfing  records,  wage  rate 
tables,  work  time  schedules,  orders, 
shipping  and  billing  records  (customers’ 
bills,  etc.) ,  record  of  deductions  from  or 
additions  to  pay.  29  CFR  516.2,  516.5, 
516.6,  516.28 

5.12  Homeworkers  and  employers  in  the 
women’s  apparel  industry,  Ae  jewelry 
manufacturing  industry,  the  Imitted 
outerwear  industry,  the  fljoves  and 
mittens  industry,  the  button  and 
buckle  manufacturing  industry,  the 
handkerchief  manufacturing  indus¬ 
try,  and  the  embroideries  industry. 

To  maintain  a  copy  of  each  certificate 
authorizing  emplo3nnent  of  industrial 
homeworkers  in  the  above  industries  on 
file  in  the  same  place  at  whidh  the 
worker’s  employment  records  are  main¬ 
tained. 

Retention  period:  Not  specified.  29 
CFR  530.8 

5.13  Employers  of  industrial  home¬ 
workers  in  the  women’s  apparel  in¬ 
dustry,  the  jewelry  manufacturing 
industiy,  the  knitted  outerwear  in¬ 
dustry,  the  iJoves  and  mittens  indus¬ 
try,  the  button  and  buckle  manufac¬ 
turing  industry,  the  handkerchief 
manufacturing  industry,  imd  the 
embroideries  industry. 

To  keep  employment  records  required 
by  29  CFR  Part  516. 

Retention  period:  Not  specified.  29 
CFR  530.9 
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5.14  Fiplnywii  iaJitrial  home- 

wovkan  mgajrd  fat  lairing 
fashiooed  Jewelry  «■  tke  Nwrajei, 
Poddo,  and  Indian  ResenrfH 

tioaa. 

To  kecip  records.  Including  name,  ad« 
dress,  and  date  of  birth  of  the  home¬ 
worker,  if  under  19  years  of  age, 
description  of  work  performed,  amount 
and  date  of  cash  payments  for  each  pay 
period,  and  a  sdiedule  of  piece  rates 
paid,  and  all  records  required  by  Part 
516,  except  those  required  by  516J2  and 
516.24. 

Retention  period:  Not  specified.  29 
CFR  Part  530.120))  (8) 

5.15  Employen  of  homewctribers  in  the 
fabric  and  leather  indnetry ;  the 
handkerchief,  ecarf,  and  art  linen 
industry;  the  childien*s  dress  and 
related  products  industry;  the 
women's  and  children's  underwear 
and  women's  Moose  industry;  the 
needlework  and  fabricated  textde 
prodocts  industry;  and  -die  sweater 
and  knit  swimwear  industry  in 
Puerto  Rico. 

To  keep  records  Including  name  and 
address  of  firms  outside  Puerto  Rico  from 
whom  goods  upon  which  work  to  be  done 
are  reoehred;  name  and  address  of  sub- 
mntractors,  if  any,  to  whom  each  lot 
deUrered  or  delhrery  to  homeworkers, 
and  Labw  Department  permit  number; 
dates  goods  delivered  to  and  received 
from  subcontractor,  with  description  of 
goods  and  rate  of  commission;  name, 
address,  age  (if  under  19)  of  homework¬ 
er;  style  number,  description,  amount  of 
goods  delivered,  rates,  etc.;  date  home¬ 
worker  paid.  _ 

Retention  period:  3  years.  29  CFR 
545.7  (a)  and  (e),  545.8 

5.16  Employers  of  homeworkers  in  the 
fabric  sskl  leadkcr  glare  indnslry; 
die  han&crcliief,  scarf,  and  art 
linen  industry;  the  chddi«a's  dress 
and  related  products  industry;  the 
women's  and  children's  underwear 
and  women's  blouse  industry ;  the 
needlework  and  fabricated  textile 
products  industry;  and  the  sweater 
and  knit  swimwear  indnstry  in 
Puerto  Rico. 

Tb  keep  handbook  furnished  to  em¬ 
ployers  by  Wage  and  Hour  Division,  in 
which  employer  enters  dates  on  which 
goods  delivered  to  and  received  from  (or 
purchased  from)  homeworker;  style 
number;  description,  amount  of  goods, 
rates,  etc. ;  date  homeworko:  paid;  signa¬ 
ture  of  person  acting  for  emplc^er. 

Retenticm  period:  2  yean  subsequait 
to  date  of  last  entry.  29  CFR  545.7  (b) 
and  (e) 

5.17  Employers  of  homeworkers  in  the 
fabric  and  leather  glove  hidnstry;  the 
hanilkerduef,  scarf,  and  art  linen 
indnstry;  the  childicn's  dress  and 
related  products  industry;  the 
women's  and  children's  nndierwear 
and  women's  blouse  industry;  the 
needlework  and  fabricated  textile 
produels  industry;  and  the  sweater 
and  knit  swimwear  industry  in 
Puerto  Rico. 

To  keep  record  of  overtime  (ov^  40 
hours  1  week)  including  hours  worked  (m 
each  lot  of  work,  total  hours  worked  each 
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week;  wages  paid  at  regular  piece  rates; 
extra  amount  paid  for  overtime;  this  in 
addition  to  other  reemds  required  by  29 
CFR  545.7. 

R^ention  period:  Employer,  8  years; 
employee  handbook,  2  years.  29  CFR 
545.7  (c)  and  (e) 

5.18  Employers  of  persons  engaged  in 
die  shoe  and  rmated  products  in¬ 
dustry  in  Puerto  Rico. 

To  ke^  noUoee  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Rotation  period:  Not  specified.  29 
CFR  601.3 

5.19  Employers  of  persons  engaged  in 
tke  leather,  leather  goods,  suad  re¬ 
lated  products  industry  in  Pnerto 
Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  q;>ectfiM.  29 
CFR  602.3 

5.20  Employers  of  persons  engaged  in 
the  fabric  and  leather  i^ore.  h^ustry 
in  Pnerto  Rico. 

TO  keep  notices  of  wage  (U'ders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  N(^  q;)ecified.  29 
CFR  603.3 

5.21  Employers  of  persons  engaged  in 
dkcunetid,  machinery,  tran spurt stiun 
equipment  and  allied  products  in- 
dastry  in  Puerto  Rico. 

TO  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Divisimi. 

Retention  period:  Not  specilled.  29 
CFR  604.3 

5.22  Employers  of  persons  migaged  in 
the  electrical,  instmmoit,  and  related 
products  industry  in  Pucarlo  Rioo. 

To  ke^  noUoes  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  Qiecifled.  29 
CFR  606.3 

5.23  Emidoyers  of  persmis  engaged  in 
the  handkerchief,  scarf,  and  art 
linen  indnstry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  spedfled.  29 
CFR  608.3 

5.24  Employers  of  mi-mhis  engaged  in 
the  women's  and  children's  under¬ 
wear  and  women's  blouse  indnstry 
in  Pnerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Divisioo. 

Retention  period:  Not  specilled.  29 
CFR  609.3 

5.25  Employers  of  persons  engaged  in 
the  childiea's  drM  and  related  prod¬ 
ucts  industry  in  Punto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  610.3 

5.26  Employers  of  persons  engaged  in 
the  sweater  and  li^t  swimwear  indus¬ 
try  in  Pnerto  Rico. 

TO  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  611.3 


5.27  Enqd^ms  uf  persons  engaged  in 
the  needlework  a^  fabricated  textile 
products  indasiry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  612.3 

5.28  Employers  of  persons  engaged  in 
the  straw,  hair,  and  related  products 
industry  in  Puerto  Rico. 

To  ke^  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  fl?ecified.  29 
CFR  613.3 

5.29  Employers  of  persons  engaged  in 
the  corsets,  brassieres,  and  aUied  gar. 
ments  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  polod:  Not  specified.  29 
CFR  614.3 

5.30  Emfdoyera  of  pmsmis  engaged  in 
the  mm's  and  bi^*  clothing  and  re¬ 
lated  products  indnstry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  615.3 

5.31  Enmloycrs  of  persons  mgaged  in 
the  batt<m.  Jewelry,  and  lapidary 
work  indus^  in  Pnerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  616.3 

5.32  Employers  of  perstms  engaged  in 
the  alco^lic  bcTcrage  and  industrial 
alcohol  indnstry  in  Pnerto  Rico. 

To  ke^  notices  of  wage  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  619.3 

533  Employers  of  persons  engaged  in 
the  tobacco  indnstry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  657.3 

534  Enqtloyers  of  persons  engaged  in 
the  banking,  insurance  and  finance 
industries  in  Pnerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retmtion  period:  Not  specified.  29 
CFR  061.3 

535  Emidoyers  of  parsons  engaged  in 
chemical,  petroleum,  aud  reb^ 
products  ii^ustry  m  Puerto  Rico. 
[Revised] 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  670.3 

5.36  Employurs  of  persous  engaged  in 
communications,  utilities,  and  tranf- 
portation  industries  in  iSuerto  Rioo< 

To  keep  notices  of  wage  orders  as  pre- 
scribed  by  Wage  and'Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  671.3 
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5.37  Employers  of  persons  engaged  in 
the  construction,  business  service, 
motion  picture,  and  miscellaneous  in> 
dustries  in  Puerto  Rico. 

TO  keep  notices  of  wage  orders  as  pre- 
Bcribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  20 
CPR  672.8 

5.38  Employers  of  persons  engaged  in 
the  food  and  related  products  ,in< 
dustry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  673.3 

5.39  Employers  of  persons  engaged  in 
the  lumber  and  wood  products  in¬ 
dustry  in  Puerto  Rico. 

TO  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  675.3 

5.40  Employers  of  persons  engaged  in 
the  paper,  paper  products,  printing, 
and  publishing  industry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  677.3 

5.41  Employers  of  persons  migaged  in 
the  st<me,  clay,  fpass,  cement,  and  re¬ 
lated  pr^ucts  industry  in  Puerto 
Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  678.3 

5.42  Employers  of  homeworkers  in 
Puerto  Uco  (other  than  needlework 
industries). 

To  keep  records  pertaining  to  employ¬ 
ment  of  such  homeworkers.  _ 

Retention  period:  2  years.  29  CFR 

681.7.  681.8 

5.43  Emfdoyers  of  homeworkers  in  in¬ 
dustries  in  Puerto  Rico  (other  than 
needlework  industries). 

To  keep  handbook  fiunished  to  em¬ 
ployers  by  Wage  and  Hour  Division  to 
record  dates  upon  which  goods  in  each 
lot  were  delivered;  style  number,  if  any; 
description  of.  and  amount  of  goods  in 
each  lot;  operations  to  be  performed 
thereon;  piece  rate  to  be  paid,  and  net 
amount  paid  for  operations  performed 
upon  such  goods,  etc. 

Retention  period:  2  years.  29  CFR 

881.7,  681.8 

5.44  Employers  of  persons  engaged  in 
the  wholesaling,  warehousing,  and 
other  distribution  industry  in  iSierto 
Rico. 

To  keep  notices  of  wage  orders  as  pre- 
■cribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  683.3 

5.45  Employers  of  persons  engaged  in 
the  hosim^  industry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 
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Retention  period:  Not  specified.  20 
CFR  687.3 

5.46  Empli^mrs  of  pmrsons  migaged  in 
the  artifirial  flower,  decoi^tion,  and 
party  fgviMr  industry  in  Pnmto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CJFR  688.3 

5.47  Employers  of  persons  engaged  in 
the  sugar  manufacturing  industry  in 
Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed 'by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  689.3 

5.48  Employers  of  persons  engaged  in 
industries  in  the  Virgin  Islands. 

To  keep  notices  of  wage  orders  as  lure- 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFTt  694.3 

5.49  Employers  of  homeworkers  in  in¬ 
dustries  in  the  Virgin  Islands. 

To  keep  records  pertaining  to  such 

homeworkers.  _ 

Retention  period:  3  years.  29  CFR 
695.6,  695.7 

5.50  Employers  of  homeworkers  in  in¬ 
dustries  in  the  Virgin  Islands. 

To  keep  handbook  records  containing 
dates  upon  which  goods  in  each  lot  were 
delivered  and  collected;  style  number, 
description,  and  amount  of  goods  in  each 
lot,  operations  to  be  performed,  and 
piece'rate  to  be  paid;  net  amount  actu¬ 
al^  paid  for  operations  performed;  date 
paid  and  signature  of  person  act^  in 
behalf  of  employer. 

Retention  period:  2  years  subsequent 
to  last  entry.  29  CFR  695.6,  695.7 

5.51  Employers  of  persons  engaged  in 
industries  in  American  Samoa. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retenticm  period:  Not  specified.  29 
CPR  697.3  - 

5.52  Employers  of  persmis  engaged  in 
the  textile  and  textile  products  in¬ 
dustry  in  Puerto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CFR  699.3 

5.53  Enmloyers  of  persons  engaged  in 
the  fabricated  mastic  products  in¬ 
dustry  in  Pnmto  Rico. 

To  keep  notices  of  wage  orders  as  pre¬ 
scribed  by  Wage  and  Hour  Divislcm. 

Retention  period:  Not  specified.  29 
'  CFR  690.3 

5.54  Emfdoyers  of  persons  engaged  in 
die  r^ber  products  industry  in 
Puerto  Rico.  [Added] 

To  keep  notices  of  wag9  orders  as 
prescribed  by  Wage  and  Hour  Division. 

Retention  period:  Not  specified.  29 
CPR  720.3 


6.  [Consolidated  with  31 

7.  Bureau  of  Labor  Standards 
[Added] 

7.1  Employers  subject  to  child-labor 
provisimis  of  the  Fair  Labor  Stand¬ 
ards  Act. 

To  keep  certificates  of  age  for  em¬ 
ployed  minors  under  18  years  of  age. 

Retention  period:  Until  termination 
of  employment  of  minor.  29  CFR  1500.3 

7.2  State  agencies  having  agreements 
with  Secretary  of  Labor  m*  Adminis¬ 
trator  of  Wage  and  Hour  Division, 
Labor  Department,  for  utilization  of 
their  services  in  making  investiga¬ 
tions  and  inspections. 

To  keep  accotmting  records  and  sup¬ 
porting  data  pertaining  to  expenditmes 
for  investigations  and  infections  under 
Fair  Labor  Standards  Act,  and  Public 
Contracts  Act. 

Retention  period:  Not  specified.  29 
CPR  515.6,  1500.86 

7.3  Employers  subject  to  minimum  age 
standai^  of  child-labor  provisions  of 
Fair  Labor  Standards  Act. 

To  keep  age  certificate  (a  statement  of 
a  minor’s  age  issued  under  regulations  of 
Secretary  of  Labor)  showing  minor  to 
be  above  minimum  age  requirements  for 
employment  as  a  protection  from  an  tm- 
witting  violation  at  minimum  age 
standards. 

Retention  period:  Not  specified.  29 
CFR  1500.121 

7.4  Persons  accredited  for  vessel  cargo 

gear  certification.  _ 

To  keep  original  certificates  relating 
to  loose  gear,  wire  rope,  or  heat  treat¬ 
ments. 

Retention  period:  Permanent.  29 
CPR  1505.10 

7.5  Operators  or  officers  of  vessels. 

To  keep  vessel’s  register  and  certifi¬ 
cates  relating  to  cargo  gear. 

Retention  period:  4  years  after  date 
of  the  latest  entry  except  for  nonrecur¬ 
ring  test  certificates  concerning  gear 
which  is  kept  in  use  for  a  longer  period, 
in  which  case  certificates  are  retained  as 
long  as  that  gear  is  in  use.  29  CFR 
1505.12 

7.6  Employers  of  maritime  employees 
under  the  Ixmgshmwmen^s  and  Har¬ 
bor  Workers*  Compensation  Act. 

To  keep  records  as  are  necessary  to 
compute  and  permit  verification  of 
standard  work-injury  frequency  and 
severity  rate  and  employee  hours  worked. 

Retention  period:  3  years.  29  CFR 
1506.2 

VIII.  POST  OFICE  DEPARTMENT 

1.1  Postage  meter  licensees. 

To  keep  a  Meter  Record  Book  (Form 
3602-A),  showing  register  readings  of 
metered  mail  on  each  day  of  operation 
of  ttie  meter. 

Retention  period:  At  least  1  year  from 
date  of  final  entry.  39  CTR  33.3,  33.7 
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Poatafe  meter  maimfactarcw. 

TO  maintain  at  his  headquarters  a 
complete  record  by  serial  number  of  all 
meters  manufactured,  showing  all  move- 
moits  of  each  from  the  time  it  is  pro¬ 
duced  imtil  it  is  scrapped,  and  the  read¬ 
ing  of  the  ascending  register  each  time 
it  is  checked  into  or  out  of  service 
through  a  post  ofBce.  These  records 
must  be  subject  to  inspection  at  any  time 
during  business  hours  by  ofElcials  of  the 
Post  Office  Department. 

Retention  period:  These  records  may 
be  destroyed  3  years  after  the  meter  ts 
scrapped.  39  CFR  33.8 

1.3  Apartment  kotue  managers. 

To  maintain  a  record  of  the  number 
of  keys  supplied  by  manufacturers  and 
Jobbers,  relating  the  key  number  to  the 
receptacle  number,  so  that,  when  neces¬ 
sary,  new  keys  may  be  ordered.  Key 
numbers  shall  not  be  placed  on  the  bar¬ 
rels  of  the  locks,  as  this  would  make  it 
possible  for  unauthorized  persons  to  se¬ 
cure  keys  and  gain  access  to  the  boxes. 
Apartment  house  managers  must  keep 
a  record  of  the  combinations  of  keyless 
locks  so  that  new  tenants  may  be  ^ven 
the  combination.  These  records  ot  key 
numbers  and  combinations  must  be  kept 
in  the  custody  of  the  manager  or  a 
trusted  employee. 

Retention  period:  The  record  of  key 
numbers  must  be  kept  imtil  the  lock  has 
been  changed  when  it  may  be  destroyed. 
The  record  of  combinations  to  the  key¬ 
less  locks  must  be  maintained  until  the 
combination  is  changed,  when  it  may  be 
destroyed.  39  CFR  45.6 

IX.  DEPARTMENT  OF  STATE 

1.1  Persons  required  to  register  as  man- 
nfacturera,  importers,  or  exporters  of 
United  States  Munitions  LiM  artides. 

To  maintain,  subject  to  the  inspection 
of  the  Secretaxy  of  State,  or  any  person 
designated  by  him,  records  on  the  im¬ 
portation  and  exportation  of  artictes 
enumerated  in  the  United  States  Muni¬ 
tions  List.  Records  shall  contain  all 
information  pertinent  to  the  transaction. 

Retention  period:  6  years,  except  that 
the  Secretary  may  prescribe  a  longer  or 
Miorter  period  in  individual  cases  as  he 
dems  necessary.  22  CFR  122.05 

X.  DEPARTMENT  OF  THE 
TREASURY 

1.  Bureau  of  Accounts 

1.1  Public  and  private  agencies  holding 
refugee  relief  loans. 

To  maintain  adequate  books  and  rec¬ 
ords  relating  to  the  funds  borrowed  from 
the  Secretary  of  the  Treasury  under  the 
Refugee  Relief  Act  of  1953  and  res^le- 
ment  loans  made  therefrom. 

Retention  period:  During  life  of  the 
k>an.  31  CFR  ^.5 

2.  Comptronor  of  the  Currency 

2.1  National  banks  acting  as  insurance 
agents  and  as  brokers  or  agent  for 
loans  on  real  estate. 

To  keep  records  available  for  inspec¬ 
tion  by  Examiners  as  specified  in  12 
CFR  Part  2,  including  authorization 
statements  and  certificates,  copies  of 


agent-bank's  reports,  adequate  records 
of  insurance  transactions  and  loans, 
with  separate  entries  and  accounts,  and 
records  as  may  be  required  by  Insurance 
companies. 

Retention  period:  Permanent,  except 
for  copies  of  reports  made  by  the  agent 
bank  to  each  insurance  company  which 
it  represents,  which  copies  shall  be  kept 
for  a  period  of  five  years,  and  except  for 
records  of  loans  negotiated  by  the  bank 
in  acting  as  brewer  or  agent  in  making 
or  procuring  loans  on  real  estate,  which 
records  shall  be  kept  for  a  period  of  5 
years.  12  CFR  2J2, 2.4 

2.2  National  banks  exercising  trust 
powers. 

To  keep  a  separate  set  of  books  and 
records  showing  in  proper  detail  all 
permissible  fiduciary  transactions  en¬ 
gaged  in  under  regulations  and  State 
and  local  law. 

Retention  period:  Not  epeclfied.  12 
CFR  9.8 

2.3  National  banking  associations. 

To  maintain  a  stock  register  book  con¬ 
taining  names  and  residences  of  all 
shareholders,  such  book  to  be  kept  in 
the  main  office  of  the  bank. 

Retention  period :  Permanent.  12 
n.S.C.  62 

2.4  Certificates  executed  bj  national 
hanks  under  Elxcqption  13  of  R.S. 
5200. 

To  keep  oertifleates.  executed  on 
officer  of  the  bank  designated  by  the 
board  of  directors  for  that  purpose.  In 
support  of  loans  made  based  on  nego¬ 
tiable  or  nonnegotiable  installmait  con¬ 
sumer  pap»  where  the  bank  has  in  fact 
evaluated  and  is  relying  primarily  on 
the  makers  for  the  pcqnnent  of  such 
obligatimis. 

Retention  period:  Until  repasmient  of 
the  loan.  12  U.S.C.  84 

3.  Bureau  of  Customs 

3.1^.4  [Deleted] 

3.5  Importers  of  Patna  rice  to  be  used  in 
the  manufacture  of  canned  soups.* 
[Amended] 

To  ke^  reewds  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such 
Patna  rice  during  a  specific  period  to  a 
specified  manufacturer  showing  quantity 
and  description  of  the  Patna  rice  and 
identif3ring  such  Patna  rice  with  the 
import  entry. 

Retention  period:  3  years  from  liquida¬ 
tion  of  the  entry.  19  CFR  10.88 

3.6  Manufacturers,  processors,  or  deal* 
ers  entering  or  withdrawing  wo(d  or 
hair  of  the  camdl  under  bond  or  re* 
reiving  wo(d  or  hair  hj  traasfei 
under  bond. 

To  keep  records  showing  (a)  in  case  of 
entry  or  withdrawal,  the  quantiti^,  en¬ 
tered  clean  content,  identity,  and  de¬ 
scription  of  such  wool  or  hair;  (b)  in 
case  of  receipt  by  transfer,  the  quantity, 
description,  and  date  ef  transfer  certifi- 


^  These  records  are  required  to  be  kept  by 
mantifacturers  or  producers,  proprietors  of 
bonded  smelting  and/or  refining  warehouses 
operating  under  section  312,  Tariff  Act  of 
1930,  and  importers. 


cate  of  wool  or  hair  and  name  and  ad* 
dress  of  transferor. 

Retention  podod:  Records  relating  to 
bonded  wool  or  hair— 3  years  after  the 
imported  wool  or  hair  has  been  used  in 
manufacturing;  records  of  transferor 
where  the  wool  or  hair  has  been  charged 
against  the  transferee — 3  years  from' 
date  of  transfer.  19  CFR  10.93  (reten* 
tion:  10.95) 

3.7  Manufacturers  or  processors  of 
products  and  substances  resulting 
wholly  or  in  part  from  bonded  wool 
or  hair  of  the  camel. 

To  keep  records  showing  (a)  date  or 
inclusive  dates  of  processing  of  each  lot 
or  inclusive  dates  of  each  period  of 
manufacture;  (b)  quantity,  identity,  and 
description  of  wool  or  hair  not  previously 
processed  put  into  process;  (c)  quantity 
and  description  of  all  intermediate  prod* 
ucts,  stocks  in  process,  and  wastes  not 
described  put  into  process;  (d)  quantity 
and  description  of  final  products  and 
quantity  by  weight  of  wool  or  hair  con* 
tent;  (e)  quantity  of  wastes  remaining 
on  hand  ;  (f )  inventory  of  wool  and  hair 
on  hand  at  close  of  each  abstract  period 
or  at  completion  of  lot;  (g)  quantities 
and  description  of  any  yams  spun. 

Retention  period:  Records  relati^  to 
bonded  wool  or  hair — 3  years  after  the 
imported  wool  m:  hair  has  been  used  in 
manufacturing;  records  of  transferor, 
where  the  wool  or  hair  has  been  charged 
against  the  transferee — 3  years  from 
date  of  transfer.  19  CFR  10.94  (re¬ 
tention:  10.95) 

3.8  Manufacturers,  processors,  or  deal¬ 
ers  of  articles  of  wool  or  hair  of  the 

To  keep  records  showing  quantity,  de¬ 
scription,  and  wool  or  hedr  content  of 
all  articles  delivered  from  their  prem¬ 
ises  pursuairt  to  transfer  under  bond, 
purchase,  consignment,  or  otherwise; 
date  of  delivery;  name  and  address  of 
person  to  whom  delivered;  exact  des¬ 
ignation;  price  paid  or  agreed  upon. 

Retention  period:  Records  relating  to 
bonded  wool  or  hair — 3  years  after  the 
imported  wool  hsdr  has  been  used  in 
manufacturing;  records  of  transferor, 
where  the  woed  or  hair  has  been  charged 
against  the  transferee — 3  years  from 
date  of  transfer.  19  CFR  10.95 

3.9  Importers  of  rapeseed  oil  to  be  used 
in  Che  'manufacture  of  rubber  sulv 
stitutes  or  lubricating  oil. 
[Amended] 

To  keep  records  to  support  blanket 
certificates  issued  to  show  sales  of  such 
rapeseed  oil  during  a  specific  period  to  a 
specified  manufacturer  showing  quantity 
and  description  of  the  rapeseed  oil  and 
identifying  such  rapeseed  oil  with  the 
import  entry. 

Retention  period:  3  years  from  date 
of  liqtfidtation  of  the  entry.  19  CFR 
10.100 

3.10  Importers  of  limestone  to  be  used 
m  the  manufacture  of  fertilizer. 
[Amended] 

To  keep  records  to  support  blanket  cer¬ 
tificates  issued  to  show  sales  of  such  lime¬ 
stone  during  a  specific  period  to  a  speci¬ 
fied  manufacturer  showing  quantity  and 
description  of  the  limestone  and  identi- 
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fytng  such  limestone  with  the  import 
enti7> 

Retention  period:  3  years  from  date  of 
liquidation  of  the  entry.  19  CFfl  10.101 

5.11  [Deleted]  ^ 

3.12  Proprietors  of  bonded  smeltinc 
and/or  refining  warehouaea  <merat- 
ing  under  section  312,  Tariff  Act  of 
1930.*  [Amended] 

TO  keep  such  records  of  their  opera- 
tj/wM  as  win  enable  them  to  fUe  an  an¬ 
nual  statement,  not  later  than  60  days 
after  the  termination  of  their  fiscal  year, 

I  showing  the  quantities  of  metal  bearing 
I  materials  on  hand  at  the  beginning  of  the 
period  and  the  dutiable  contents  thereof ; 
the  quantities  of  metal  bearing  materials 
received  during  the  period  and  the  duti¬ 
able  contents  thereof;  the  quantities  of 
metal  bearing  materisils  to  be  accounted 
for  and  the  dutiable  contents  thereof ;  the 
quantities  of  metal  bearing  materials  on 
hfttiri  at  the  end  of  the  period  and  the 
dutiable  contents  thereof ;  the  quantities 
of  metal  bearing  materials  worked  during 
the  period  and  the  dutiable  contents 
thereof:  and  the  wastage  incurred  dur¬ 
ing  the  period. 

Retention  period:  5  years  from  date  of 
the  related  annual  statement.  19  CFH 
19.19 

3.13  Importers,  exporters,  proprietors 
of  customs  bonded  warehouses, 
bonded  common  carriers,  and  others 
handling  imported  wheat  in  con> 
tinuous  customs  custody. 

To  maintain  such  records  as  will  en¬ 
able  customs  officers  to  verify  the  han- 
dUng  to  which  imported  wheat  has  been 
subjected  and  the  proper  accounting 
of  any  increase  or  shortage  in  quantity 
from  shrinkage  or  other  factor. 

^Retention  period:  2  years  after  date  of 
fransactlon.  19  CFR  19.34 

3.14  Manufacturers  or  producers  of  ar^ 
tides  manufactured  or  producred  in 
the  United  States  with  the  use  of  im¬ 
ported  duty-paid  merchandise  and 
intended  fmr  exportation  with  benefit 
of  drawback  under  section  313(a), 
Tariff  Act  of  1930.* 

To  keep  records  showing  the  date  or 
Inclusive  dates  of  manufacture  or  pro¬ 
duction  of  the  articles,  the  quantity  and 
Identity  of  the  imported  merchandise 
used,  the  quantity  and  description  of 
finished  product  obtained,  and,  if  valu- 
able  waste  is  incurred  in  manufacture 
and  claim  is  made  for  an  allowance  for 
such  waste,  the  value  of  the  imported 
merchandise  used  in  manufacture  and 
the  quantity  and  value  of  the  waste  in- 
cuned,  and,  in  cases  where  two  or  more 
products  are  obtained,  the  relative  values 
thereof  at  the  time  of  separation. 

Retention  period:  At  least  3  years  after 
Payment  of  drawback  claims.  19  CFR 
22.4,22.6  (retention:  22.46) 


Ihese  records  are  required  to  be  kept  by 
mtoulacturers  or  producers,  proprietors  of 
wmded  smelting  and/mr  refining  warehouses 
“Pj^tlng  under  section  313,  Tariff  Act  of 
*880,  and  Importers. 


3.15  Manufacturers  or  producers  of  ar¬ 
ticles  manufactured  or  produced  in 
the  United  States  with  the  use,  in  cer¬ 
tain  cases,  of  substituted  merchandise 
in  lieu  of  imported  duty-pud  mer¬ 
chandise  and  intended  for  exporta¬ 
tion  with  benefit  of  drawback  under 
section  313(b),  Tariff  Act  of  1930, 
as  amendod.* 

To  keep  detailed  records  pertaining 
to  duty-paid  merchandise  or  othcjr  ar¬ 
ticles  manufactured  or  produced  under 
drawback  regulations  with  the  use  of 
such  merchandise  designated  as  the 
bcusis  for  the  allowance  of  drawback  on 
the  exported  articles. 

Retention  period:  At  least  3  years  after 
pasrment  of  drawback  claims.  19  CfiFR 
22.5,  22.6  (retention:  22.46) 

3.16  Manufacturers  or  producers  of 
flavoring  extracts  and  medicinal  or 
toilet  preparations  (including  per¬ 
fumery)  manufactured  or  produced 
in  the  United  States  with  the  use  of 
domestic  taxpaid  alcohol  and  in¬ 
tended  for  exportation  with  benefit 
of  drawback  under  section  313(d), 
Tariff  Act  of  1930,  as  amended.* 

To  keep  records  similar  to  those  re¬ 
quired  of  manufacturers  or  producers  in 
the  case  of  articles  manufactured  or  pro¬ 
duced  in  the  United  States  with  the  use 
of  imported  duty-paid  merchandise  and 
intended  for  exportation  with  benefit  of 
drawback  under  section  313(a),  Tariff 
Act  of  1930. 

Retention  period:  At  least  3  years  after 
pajmient  of  drawback  claims.^  19  CFR 
22.23,  22.24  (retention:  22.46) 

3.17  Licensed  customhouse  brokers. 

To  maintain  correctly  and  in  orderly 
itemized  manner,  and  keep  current,  rec¬ 
ords  of  accoimt  refiecting  all  their 
financial  transactions  as  customhouse 
brokers,  including  a  copy  of  each  entry 
made,  copies  of  all  correspondence  and 
other  papers  relating  to  customs  busi¬ 
ness  and,  except  for  certain  specified 
limitations,  a  record  of  transactions  of 
licensed  customhouse  broker  (Customs 
Form  3079)  in  addition  to  the  regular 
records  of  account. 

Retention  period :  At  least  5  years  after 
preparation  or  receipt.  19  CFR  31.9 

4.  Internal  Revenue  Service 

Nots:  The  following  Items  refer  to  re¬ 
quirements  Issued  \mder  the  Internal  Reve¬ 
nue  Code  of  1939  and  the  Internal  Revenue 
Code  of  1954  which  were  In  effect  on  Decem¬ 
ber  31,  1963.  All  regulations  applicable  un¬ 
der  any  provision  of  law  in  effect  on  August 
16,  1964,  the  date  of  enactment  at  the  1954 
Code,  are  applicable  to  the  corresponding 
provisions  of  the  1954  Code  Insofar  as  such 
regulations  are  not  inconsistent  with  the 
1954  Code,  and  such  regulations  remain  ap¬ 
plicable  to  the  1954  Code  until  superseded 
by  regulations  under  such  Code.  The  In¬ 
ternal  Revenue  Service  points  out  that  the 
omission  from  this  compilation  of  any  record 
retention  requirement  provided  for  by  law 
or  regulation  issued  thereunder  shall  not  be 
construed  as  authority  to  disregard  any  such 
requirement.  The  Service  also  points  out 
that  persons  subject  to  Income  tax  are  bound 
by  the  retention  requirement  given  in  item 

4.1  regardless  of  other  requirements  which 
tor  other  purposes  allow  Sh^ter  retention 
periods.  * 


The  record  retention  requirements  oi  the 
Internal  Revenue  Service  are  divided  into 
the  foUowing  categories:  Xncmne,  Estate, 
Gift,  Employment,  Excise,  Liquor,  Tobacco, 
and  Firearms  Taxee^ 

Citations  to  26  CFR  App.  A  and  D  are 
carried  in  the  Code  at  Federal  Regulations 
as  Appendixes  to  Subchapters  A  and  D  of 
Chapter  I  of  Title  26. 

iNcom  Tax 

4.1  Persons  subject  to  income  tax. 

(a)  General.  Except  as  provided  in 
paragraph  (b),  any  person  subject  to 
tax,  or  any  person  required  to  file  a  re¬ 
turn  of  information  with  respect  to  in¬ 
come  shall  keep  such  permanent  books 
of  accoimt  or  records,  including  inven¬ 
tories,  as  are  sufficient  to  establish  the 
amount  of  gross  income,  deductions, 
credits,  or  other  matters  required  to  be 
shown  by  such  person  in  any  return  of 
such  tax  or  information. 

(b)  Farmers  and  wage-eamers.  In¬ 
dividuals  deriving  gross  Income  from 
the  business  of  farming,  and  individuals 
wfiose  gross  incmne  includes  salaries, 
wages,  or  similar  compensation  for  per¬ 
sonal  services  rendered,  are  required  to 
keep  such  records  as  will  enable  the  dis¬ 
trict  director  to  determine  the  correct 
amount  of  income  subject  to  the  tax, 
but  it  is  not  necessary  that  these  in¬ 
dividuals  keep  the  bo(to  of  account  or 
records  required  by  paragraph  (a). 

(c)  Exempt  organizations.  In  addi¬ 
tion  to  the  bo(^  and  records  required 
by  paragraph  (a)  with  respect  to  tiie  tax 
imposed  or  unrelated  business  income, 
every  organization  exempt  from  tax 
but  required  to  file  an  annual  return 
shall  keep  such  p^mianent  books  of  ac¬ 
count  or  records,  including  inventories. ' 
as  are  sufficient  to  show  specifically  the 
items  of  gross  income,  receipts,  and  dis- 
burs^ents,  and  other  required  infor¬ 
mation. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  beomne  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  1.6001-1  (See  also 
1.446-1, 1.453-1,  dealing  with  accounting 
methods  and  periods.) 

4.2  Persons  paying  travel  ot  other  busi¬ 
ness  expenses  incurred  by  an  em¬ 
ployee  in  c<Hmection  with  the  per¬ 
formance  of  his  services. 

To  maintain  adequate  and  detailed 
records  of  ordinary  and  necessary  travel, 
transportation,  entertainment,  and  other 
similar  business  expenses,  including 
identification  of  amount  and  nature  of 
expenditures,  and  to  keep  supporting 
documents,  especially  in  connection  with 
large  or  exceptional  expenditures. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.162-17,  1.274-5  (re¬ 
tention:  1.6001-1) 

4.3  Persons  claiming  allowance  for  de¬ 
preciation  of  property  used  in  trade 
or  business  m*  property  held  for  the 
production  of  income. 

To  keep  records  of  all  factors  entering 
into  the  computation  of  depreciation 
allowances. 
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RetMitkm  poiod:  So  tong  as  the  oon> 
tents  thereof  may  becaaae  material  in 
the  administration  oi  any  internal  reve¬ 
nue  law.  S6  CFR  l.l€7(a)-7  (retentfon: 

1.6001-1) 

4.Sa  Penoas  «^naug  a  dLednction  for 
aMovnti  expemM  in  wiakrtafaii^ 
certain  students  as  a  member  of 
househcdd.  [Added] 

To  keep  adequate  records  of  amounts 
actually  paid  in  maintaining  a  student 
as  a  member  of  the  housd:iold.  For  cer¬ 
tain  items,  such  as  food,  a  record  of 
amounts  spent  for  cdl  members  of  the 
household,  with  an  equid  portion  therectf 
allpeated  to  each  member,  win  be  ac¬ 
ceptable. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  lirt^mal  reve¬ 
nue  tow.  36  CPR  1.170-2  (retention: 

1.6001-1) 

4.4  Persons  electing  to  treat  trademaA 
or  trade  name  expenditures  as  de¬ 
ferred  expenses. 

TO  make  an  aocoonting  segregation  on 
his  books  and  recoTdi  of  tn^emark  and 
trade  name  expenditures,  for  idilch  the 
Section  has  been  made,  sulBcient  to  per¬ 
mit  an  identiflcation  of  the  character 
f^nH  ammmt  of  eskch  expenditure  and  the 
amortisation  period  selected  for  eadh 
expenditure. 

Retention  period:  So  long  as  the  con¬ 
tents  ttiereof  may  become  material  hr 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.17T— 1  (retention: 

1.6001-1) 

4.5  Persons  electing  additional  first- 
jemr  depreciation  allowance  for  small 
busincM. 

To  »wy<ntatn  rccords  which  permit  (Q>e- 
cific  identification  of  “section  179  prop¬ 
erty”  and  refiect  how  and  from  whmn 
such  property  aras  acquired. 

Retention  period:  ^  long  as  the  con¬ 
tents  thereof  may  become  material  in 
grimiu1fftrat1*^T»  of  any  internal  reve¬ 
nue  tow.  26  CPR  1.179-4  (retention; 

1.6001-1) 

4.6  Perstms  receivuig  any  dass  of  ex¬ 
empt  income  or  holding  property  or 
rngaging  in  activilies  the  income 
from  whidi  is  exempt. 

To  keep  records  as  will  enable  alloca¬ 
tion  to  be  made  of  amoimts  of  each  class 
of  exempt  incmne  and  amounts  of  items 
or  parts  of  items  allocated  to  each  class 
Retoiticm  paiod:  So  long  as  the  con¬ 
tents  thereof  may  become  -material  in 
the  administration  of  any  internal  reve¬ 
nue  tow.  26  CPR  1.265-1  (retention: 

1.6001-1) 

4.7  Taxpayer  substantiation  of  expenses 
for  travel,  entertainment,  ana  gifts 
related  to  active  conduct  of  trade  or 
business.  [Revised] 

A  taxpayer  must  substantiate  each  ele¬ 
ment  of  an  expenditure  by  adequate  rec¬ 
ords  or  sufficient  evidence  corroborating 
his  own  statements. 

Ret^Uon  period;  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  1.274-1,  1.274-5  (re¬ 
tention:  1.6001-1) 


4.8  Cmporations  receiving  ^  distrysn- 
tsona  in  complete  liquidation  Ckf  snb- 
aidiariea. 

To  keep  records  showing  infannation 
with  req^ect  to  the  plan  of  liquidation 
and  its  adoption. 

Retention  period:  So  long  as  13te  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  IntCTnal  reve¬ 
nue  tow.  26  CFR  1.3S2-8  (retention: 
1.6001-1) 

4.9  Qualified  electing  shareholders  re¬ 
ceiving  distributions  in  comidete 
liquidation  of  domestic  corporations 
oAer  than  collapsible  corporations. 

To  keep  records  in  substantial  form 
(tiMwing  facts  pertinent  to  the  recog¬ 
nition  and  treatment  of  the  gain  realised 
upon  shares  of  stock  owned  at  the  time 
of  the  adoption  of  the  pton  of  liquidation. 

Retention  period:  So  long  as  the  ccm- 
tents  thereof  may  become  material  in 
the  administrattra  of  any  internal  reve¬ 
nue  law.  26  CFR  1.333-5  (retention: 
1.6001-1) 

4.10  Persrnu  who  pwticipate  in  a  transfer 
eif  mopci*ty  to  a  corporation  ctm- 
trolM  by  tranafaror. 

To  keep  records  in  substantial  fonn 
showing  informaUon  to  facilitate  the 
determination  of  gain  or  loss  fnnn  a-sub- 
sequent  disposition  ot  stock  or  securitlee 
and  other  iHroperlgr,  if  any,  received  in 
the  exchange. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  admbiistration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.351-3  (retention: 
1.6001-1) 

4.11  Persons  who  paitic^ate^  in  a^  tax- 
free  exchange  in  ccmnection  with  n 
corpmatc  rcwganiaation. 

To  keep  records  in  substantia]  form 
showing  the  cost  or  other  basis  nf  tiie 
transferr^  property  and  the  amount  of 
stock  or  securities  and  other  property  or 
money  received  (including  any  liabilities 
assumed  upon  the  exchange,  or  any  lia¬ 
bilities  to  which  any  of  the  properties 
received  were  subject) ,  in  order  to  facili¬ 
tate  the  determination  of  gain  or  loss 
from  a  subsequent  disposition  of  such 
stock  or  securities  and  other  property 
received  from  the  exchange. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal 
revenue  law.  26  CFR  1.36^3  (reten¬ 
tion:  1.6001-1) 

4.12  Pmwms  who  exchange  stock  and  ae- 
rarities  in  corpontions  in  accordance 
witii  plans  of  reonpuiisations  ^ap¬ 
proved  by  the  courts  in  leceivership, 
forciclosnre,  or  similar  proceedings, 
or  in  proceedings  under  chapter  X  of 
the  Bankruptcy  Act. 

To  keep  records  In  substantial  form 
showing  the  cost  or  other  basis  of  the 
transferred  property  and  the  amount  of 
stock  or  securities  and  other  property  or 
money  received  (including  any  liabilities 
assumed  upon  the  exchange) ,  in  ordor  to 
facilitate  the  determination  of  gain  or 
loss  from  a  subsequent  disposition  of  sucdi 
stock  or  securities  and  other  property 
received  from  the  exchange. 


Retention  period:  So  long  as  the  con¬ 
tents  ttiereof  may  become  material  in  the 
administratis  of  any  internal  revenue 
law.  36  CFR  1.371-2  (retention:  i.. 
6001-1) 

4.13  CorporatimiB  which  are  parties  to 
reorganirartona  in  pnranance  of 
court  urdera  in  reeeivenhip,  fore, 
cloanre,  or  aimibw  prueeedings,  or  b 
proceedinga  under  chapter  X  of  the 
Bankruptcy  Act. 

To  keep  records  in  substantial  form 
showing  tiie  cost  or  other  basis  of  the 
transfmed.  property  and  the  amount  of 
stock  or  securities  and  other  property  or 
money  received  (including  any  liabil¬ 
ities  assumed  ups  the  exchange),  in 
ardor  to  facilitate  the  detsnination  of 
gain  or  loss  frsi  a  subsequent  disposi- 
tis  odf  such  stock  or  securities  and  other 
propo^  received  from  the  exchange. 

Retstis  period:  So  Isg  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administratis  of  any  internal  reve¬ 
nue  law.  36  CFR  1.371-1  (retention: 

1.6001-1) 

4.14  Railroads  participating  in  a  tax. 
free  reorganinitkm. 

Records  in  substantial  form  must  be 
kst  bv  every  railroad  corporation  which 
participates  in  a  tax-free  exchange  in 
cosection  with  a  reorganization  under 
seetis  374(a)  of  the  Internal  Revenue 
Code,  ^tiK>wing  the  cost  or  other 
basis  of  the  transferred  property  and  the 
amost  of  stock  or  securities  sd  other 
property  or  msey  received,  including 
any  liabilities  assumed  upon  the  ex¬ 
change.  in  sder  to  Istcilitate  the  de- 
terminatton  of  gain  or  loss  from  a  sub- 
sequst  disposition  of  such  stock  or 
securities  and  other  property  received 
from  the  exchange. 

Retention  period:  Permanent.  26  CFR 
1.374-3 

4.15  Recmrds  required  in  computuq 
depreciation  allowance  carryovers  of 
acquiring  corporations  in  certain 
corpmrate  acqaisitiims. 

Records  rimii  be  maintained  in  suf¬ 
ficient  detafi  to  identify  any  depreciable 
property  to  which  section  1.381(c)  (6) -1 
of  the  regulations  applies  and  to  estab¬ 
lish  the  basis  thereof. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  tow.  26  CFR  1381(c)  (6)-l  (reten¬ 
sion:  1.6001-1) 

4.16  Corporatiems  and  shareholders  for 
whom  elections  arc  filed  with  respect 
to  the  tax  treatment  of  corporate  i»- 
organiaations. 

To  keep  permanent  records  of  all  rele¬ 
vant  data  in  order  to  facilitate  the  de¬ 
termination  of  gain  or  loss  from  • 
sttosequent  disposition  of  stock  or  securi¬ 
ties  or  other  property  acquired  in  the 
transaction  in  respect  of  which  the  elec¬ 
tion  was  filed. 

Retention  period:  So  long  as  the 
tents  tiiereof  may  become  material  in 
the  administration  of  any  internal  ^ 
nue  law.  26  CFR  1.393-3  (retention. 

1.6001-1) 
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4.17  Emirfoyen  claiming  deductions  for 
contrUmtiona  to  an  employees*  trust 
or  annuity  plan  or  compensating  «n 
emidoyee  uiMler  a  deferred-payment 
plan- 

To  keep  records  substantiating  all  data 
and  information  required  to  be  filed  with 
respect  to  each  plan  and  the  deductions 
eiaimed  thereunder. 

Retention  period:  To  be  kept  at  all 
times  available  for  inspection.  26  CFR 
1.404(a) -2 

4.18  Persons  required  to  seek  the  ap¬ 

proval  of  the  Commissioner  in  order 
to  change  their  annual  accounting 
period.  ^ 

To  keep  adequate  and  accurate  records 
of  their  taxable  income  for  the  short 
p^od  involved  in  the  change  and  for 
the  fiscal  year  proposed. 

Retention  period:  So  long  as  the  con> 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.422-1  (retention: 

1.6001-1) 

4.19  Persons  selling  by  the  installment 
method.  [Revised] 

(a)  Installment  method.  In  adopting 
the  installment  method  of  accounting  the 
seller  must  maintain  such  records  as  are 
necessary  to  clearly  reflect  income.  A 
dealer  who  desires  to  compute  income  by 
the  installment  method  shall  maintain 
accounting  records  in  such  a  manner  as 
to  enable  an  accurate  computation  to  be 
made  by  such  method. 

(b)  Revolving  credit  plan.  The  per¬ 
centage  of  charges  under  a  revolving 
credit  plan  which  will  be  treated  as  sales 
on  the  installment  plan  shall  be  com¬ 
puted  by  making  an  actual  segregation 
of  charges  in  a  probability  sample  of  the 
revolving  credit  accounts  in  order  to  de¬ 
termine  what  percentage  of  charges  in 
the  sample  is  to  be  treated  as  sales  on 
the  installment  plan.  The  taxpayer  shall 
maintain  records  in  sufiBcient  detail  to 
show  the  method  of  computing  and  ap¬ 
plying  the  sample. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.453-1.  1.453-2  (re¬ 
tention:  1.6001-1) 

i20  Persons  engaged  in  the  production, 
purchase,  <Mr  sale  of  merchandise. 

To  keep  a  record  of  Inventory  con¬ 
forming  to  the  best  accoimting  practice 
in  the  trade  or  business  which  clearly 
reflects  income  and  is  consistent  from 
year  to  year. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  cf  any  internal  reve¬ 
nue  law.  26  CFR  1.471-1,  1.471-2  (re¬ 
tention:  1.6001-1) 

L20a  Farmer’s  cooperative  marketing 
and  purchasing  associations. 
[Added] 

To  keep  permanent  records  of  the 
business  done  both  with  members  and 
uoimembers,  which  show  that  the  as- 
swiation  was  operating  during  the  tax- 
8ble  year  on  a  cooperative  basis  in  the 
nj^ibution  of  patronage  dividends  to 
producers.  While  under  the  Code 
Patronage  dividends  must  be  paid  to 


all  producers  on  the  same  basis,  this 
requirement  is  complied  with  if  an  as¬ 
sociation,  instead  of  paying  patronage 
dividends  1;o  nonmember  producers  in 
cash,  keeps  permanent  records  from 
which  the  proportionate  shared  of  the 
patronage  dividends  due  to  nonmember 
producers  can  be  determined,  and  such 
shares  are  made  applicable  toward  the 
purchase  price  of  a  share  of  stock  or 
of  a  membership  in  the  association. 

Retention  period:  So  long  as  ]he  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  1.521-1  (retention: 

1.6001-1) 

4.21  Corporations  claiming  deduction 
for  dividends  plud. 

To  keep  permanent  record  necessary 
(a)  to  establish  that  dividends  with  re¬ 
spect  to  which  the  deduction  is  claimed 
were  actually  paid  during  the  taxable 
year,  and  (b)  to  supply  the  information 
required  to  be  flled  with  the  income  tax 
return  of  the  corporation.  To  also  keep 
canceled  dividend  checks  and  receipts 
obtained  from  shareholders  acknowl¬ 
edging  payment. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.561-2  (retention: 

1.6001-1) 

4.22  Persons  claiming  allowance  for 
cost  depletion  of  natural  gas  prop¬ 
erty  without  reference  to  discovery 
value  OT  percentage  depletion. 

To  keep  accurate  records  of  periodical 
pressure  determinations  where  the  an¬ 
nual  production  is  not  metered. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.611-2  (retention: 

1.6001-1) 

4.23  Persons  claiming  an  allowance  for 
depletion  and  depreciation  of  min¬ 
er^  property,  oil  and  gas  wells,  and 
other  natnrid  deposits. 

(a)  General.  To  keep  a  separate  ac¬ 
count  in  which  shall  be  accurately  re¬ 
corded  the  cost  or  other  basis  of  such 
property  together  with  subsequent  al¬ 
lowable  capital  additions  to  each  account 
and  all  other  required  adjustments;  and, 
to  assemble,  segregate,  and  have  readily 
available  at  his  principal  place  of  busi¬ 
ness,  all  the  supporting  data  which  is 
used  in  compiling  certain  summary  state¬ 
ments  required  to  be  attached  to  returns. 

(b)  Mineral  property.  The  informa¬ 
tion  on  which  the  summary  statement  is 
based  and  for  which  supporting  data 
must  be  kept  includes: 

(1)  An  adequate  map  showing  the 
name,  description,  location,  date  of  sur¬ 
veys,  and  identification  of  the  deposit  or 
deposits; 

(2)  A  description  of  the  character  of 
the  taxpayer’s  property,  acccanpanied  by 
a  copy  of  the  instrument  or  instruments 
by  which  it  was  acquired; 

(3)  The  date  of  acquisition  of  the 
property,  the  exact  terms  and  dates  of 
expiration  of  all  leases  involved,  and  if 
terminated,  the  reasons  therefor; 

(4)  The  cost  of  the  mineral  property 
and  improvements,  stating  the  amount 


paid  to  each  vendor,  with  his  name  and 
address: 

(5)  The  date  as  of  which  the  mineral 
property  and  improvements  are  valued, 
if  a  valuation  is  necessary  to  establish 
the  basis; 

(6)  The  value  of  mineral  property  and 
improv^ents  on  that  date  with  a  state¬ 
ment  of  the  precise  method  by  which  it 
was  determined; 

(7)  An  allocation  of  the  cost  or  value 
among  the  mineral  property,  improve¬ 
ments  and  the  surface  of  the  land  for 
purposes  other  than  mineral  production; 

(8)  The  estimated  number  of  units  of 
each  kind  of  mineral  at  the  end  of  the 
taxable  year,  and  also  at  the  date  of 
acquisition,  if  acquired  during  the  tax¬ 
able  year  or  at  the  date  as  of  which  any 
valuation  is  made,  together  with  an  ex¬ 
planation  of  the  method  used  in  the  es¬ 
timation,  the  name  and  address  of  the 
person  making  the  estimate,  and  an 
average  analysis  which  will  indicate  the 
quality  of  the  mineral  valued,  including 
the  grade  or  gravity  in  the  case  of  oil; 

(9)  The  number  of  the  units  sold  and 
the  number  of  units  for  which  pasmient 
was  received  or  accrued  during  the  year 
for  which  the  return  is  made  (in  the  case 
of  newly  developed  oil  and  gas  deposits 
it  is  desirable  that  this  information  be. 
furnished  by  months) ; 

(10)  The  gross  amount  received  from 
the  sale  of  mineral; 

(11)  The  amount  of  depreciation  for 
the  taxable  year  and  the  amount  of  cost 
depletion  for  the  taxable  year; 

(12)  The  amoimts  of  depletion  and 
depreciation,  if  any,  stated  separately, 
which  for  each  and  every  prior  year:  (i) 
Were  aUowed,  (ii)  Were  allowable,  and 
(iii)  Would  have  been  allowable  without 
reference  to  percentage  or  discovery 
depletion; 

(13)  The  fractions  (however  meas¬ 
ured)  of  gross  production  from  the  de¬ 
posit  or  deposits  to  which  the  taxpayer 
and  other  persons  are  entitled  together 
with  the  names  and  addresses  of  such 
other  persons;  and 

(14)  Any  other  data  which  will  be 
helpful  in  determining  the  reasonable¬ 
ness  of  the  valuation  asserted  or  of  the 
deductions  claimed. 

(c)  Oil  and  gas  properties.  The  fol¬ 
lowing  information  with  rem)ect  to  each 
property  is  required  in  addition  to  that 
information  set  forth  in  paragraphs  (a) 
and  (b) : 

(1)  The  number  of  acres  of  producing 
oil  or  gas  land  and,  if  additional  acreage 
is  claimed  to  be  proven,  the  amount  of 
such  acreage  and  the  reasons  for  be¬ 
lieving  it  to  be  proven; 

(2)  The  number  of  wells  producing 
at  the  beginning  and  end  of  the  taxable 
year; 

(3)  The  date  of  completion  of  eaclr 
well  finished  during  the  taxable  year; 

(4)  The  date  of  abandonment  of  each 
weU  abandoned  during  the  taxable  year; 

(5)  Maps  showing  the  location  of  the 
tracts  or  leases  and  of  the  producing 
and  abandoned  wells,  dryholes,  and 
proven  oil  and  gas  lands  (maps  should 
show  depth,  initial  production,  and  date 
of  completion  of  each  well,  etc.,  to  the 
extent  that  these  data  are  available) ; 
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(6)  The  number  of  pay  sands  and 
average  thickness  of  each  pay  sand  or 
zone; 

(7)  The  average  depth  to  the  top  of 
each  of  the  different  pay  sands; 

(8)  The  annual  production  of  the  de¬ 
posit  or  of  the  individual  wells,  if  the 
latter  information  is  available,  from  the 
beginning  of  its  productivity  to  the  end 
of  the  taxable  year,  the  average  number 
of  wells  producing  diuring  each  year,  and 
the  initial  daily  production  of  each  well 
(the  extent  to  which  oil  or  gas  is  used 
for  fuel  on  the  premises  should  be  stated 
with  reasonable  accuracy) ; 

(9)  All  available  data  regarding 
change  in  operating  conditions,  such  as 
unit  operation,  proration,  floodiJ^,  use  of 
air-gas  lift,*vacuum,  shooting,  and  simi¬ 
lar  information,  which  have  a  direct  ef¬ 
fect  on  the  production  of  the  deposit; 
and 

(10)  Available  geological  information 
having  a  probable  bearing  on  the  oil  and 
gas  content;  information  with  respect  to 
edge  water,  water  drive,  bottom  hole 
pressures,  oil-gas  ratio,  porosity  of  res¬ 
ervoir  rock,  perceptage  of  recovery,  ex¬ 
pected  date  of  cessation  of  natural  flow, 
decline  in  estimated  potential,  and  char¬ 
acteristics  similar  to  characteristics  of 
other  known  flelds. 

(d)  Statement  to  be  attached  to  re¬ 
turn  when  depletion  is  claimed  on  per¬ 
centage  basis. 

In  addition  to  the  requirements  set 
forth  in  paragraphs  (a) ,  (b)  and  (c) ,  a 
taxpayer  who  claims  the  percentage  de¬ 
pletion  deduction  for  any  taxable  year 
shall  attach  to  his  return  for  such  year 
a  statement  setting  forth  in  complete, 
summary  form,  with  rrapect  to  each 
property  for  which  such  deduction  is  al¬ 
lowable,  the  following  Information: 

(1)  All  data  necessary  for  the  deter¬ 
mination  of  the  **gro8s  income  from  the 
property,”  as  deflned  in  26  CFR  1.613-3, 
includi^,  (i)  -Amoimts  paid  as  rents  or 
royalties  including  amounts  which  the 
recipient  treats  under  section  631(c)  of 
the  Internal  Revenue  Ck>de,  (ii)  Propor¬ 
tion  and  amoimt  of  bonus  excluded,  and 
(iii)  Amounts  paid  to  holders  of  other 
interests  in  the  mineral  deposit; 

(2)  All  additional  data  necessary  for 
the  determination  of  the  ''taxable  in¬ 
come  from  the  property  computed  with¬ 
out  the  allowance  for  depletion,”  as  de¬ 
flned  in  26  CFR  1.613-4. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  1.611-2,  1.613-5  (re¬ 
tention  1.6001-1) 

4.24  Persons  claiming  an  allowance  for 
depletion  of  timber  property. 

To  keep  accurate  ledger  accounts  in 
which  shall  be  recorded  the  cost  or  other 
basis  of  the  property  and  land  together 
with  subsequent  allowable  capital  addi¬ 
tions  in  each  account  and  all  other  ad¬ 
justments.  In  such  accounts  there  shall 
be  set  up  separately  Uie  quantity  of  tim¬ 
ber,  the  quantity  of  land,  and  the  quan¬ 
tity  of  other  resources,  if  any,  and  a 
proper  part  of  the  total  cost  or  value 
shall  be  allocated  to  each  after  proper 
provision  for  immature  timber  growth. 
The  timber  accounts  shall  be  credited 
each  year  with  the  amount  of  the  charges 


to  the  deidetion  accounts  or  the  amount 
of  the  charges  to  the  depletion  accounts 
shall  be  credited  to  depletion  reserves 
accounts. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CFR  1.611-3  (retention: 

1.6001-1) 

4.25  Persons  electing  to  aggregate  sepa¬ 
rate  operating  minerjd  interests. 

To  maintain  adequate  records  and 
maps  that  shall  contain  a  description 
of  the  aggregation  and  the  operating 
mineral  interests  within  the  operating 
unit  which  are  to  be  treated  as  separate 
properties  apart  from  the  aggregation. 
A  general  description,  accompanied  by 
appropriately  marked  maps,  which  ac¬ 
curately  circumscribes  the  scope  of  the 
aggregation  and  identifies  the  properties 
which  are  to  be  treated  separately  will  be 
sufllcient.  There  shall  also  be  included  a 
description  of  the  operating  unit  in  suf¬ 
ficient  detail  to  show  that  the  i«gregated 
operating  mineral  interests  are  properly 
vdthin  a  single  operating  unit. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  1.614-^  (retention; 

1.6001-1) 

4.26  Rules  relating  to  separate  operating 
mineral  interests  in  the  case  of  mines. 

To  maintain  adequate  records  and 
maps  that  shall  contain  the  following 
information: 

(a)  Whether  the  taxpayer  is  making 
an  election  or  elections  with  respect  to 
the  operating  unit  in  accordance  with 
section  614(c)  (3)  (A)  or  (B)  of  the  In¬ 
ternal  Revenue  Code; 

(b)  A  description  of  the  operating 
unit  of  the  taxpayer  in  sufficient  detail 
to  identify  the  operating  mineral  inter¬ 
ests  which  are  included  within  such 
operating  unit; 

(c)  A  description  of  each  aggr^ation 
to  be  formed  within  the  operating  unit, 
in  sufficient  detail  to  show  that  each 
aggregation  consists  of  all  the  separate 
operating  mineral  interests  which  com¬ 
prise  any  one  mine  or  any  two  or  more 
mines; 

(d)  A  description  of  each  separate 
operating  mineral  interest  within  the 
operating  unit  which  is  to  be  treated  as  a 
separate  property,  in  sufficient  detail  to 
show  that  such  interest  is  not  a  part  of 
any  mine  for  which  an  election  to  ag¬ 
gregate  has  been  made; 

(e)  The  taxable  year  in  which  the  first 
expenditme  for  development  or  opera¬ 
tion  was  made  by  the  taxpayer  with  re¬ 
spect  to  each  separate  operating  mineral 
interest  within  the  operating  unit,  but 
if  the  first  expenditure  for  development 
or  operation  has  not  been  made  with  re¬ 
spect  to  a  separate  operating  mineral 
interest  before  the  close  of  the  taxable 
year  for  which  the  election  is  made,  such 
information  should  also  be  included; 

(f )  A  description  of  each  separate  op¬ 
erating  mineral  interest  within  the  op¬ 
erating  unit  which  the  taxpayer  elects 
to  treat  as  more  than  one  such  interest 
under  section  614(c)  (2)  of  the  Internal 
Revenue  Code,  in  sufficient  detail  to 
show  that  the  separate  operating  min¬ 


eral  interest  was  not  a  part  of  an 
aggregation  formed  by  the  tasmayer  un¬ 
der  section  614(c)  (1)  of  tiie  Code  for  any 
taxable  year  prior  to  the  taxable  year 
for  which  the  election  under  section 
614(c)  (2)  of  the  Code  is  made,  and  to 
show  that  the  mineral  deposit  represent¬ 
ing  the  separate  operatbog  mineral  in¬ 
terest  is  being  developed  or  extracted  by 
means  of  two  or  more  mines; 

(g)  The  taxable  year  in  which  the  first 
expenditure  for  development  or  opera¬ 
tion  was  made  by  the  taxpayer  with  re¬ 
spect  to  each  mine  on  the  separate 
oi^rating  mineral  interest  that  the  tax¬ 
payer  is  electing  to  treat  as  more  than 
one  such  interest;  and 

(h)  The  allocation  of  the  mineral 
deposit  representing  the  separate  oper¬ 
ating  mineral  interest  l^tween  (or 
among)  the  newly  formed  interests  and 
the  method  by  which  such  allocation  was 
made. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.614-3  (retention; 

1.6001-1) 

4.27  Life  insurance  companies  distribu¬ 
ting  dividends  to  ptdicjdiolders. 

Every  life  insurance  company  claim¬ 
ing  a  deduction  for  dividends  to  policy¬ 
holders  shall  keep  such  permanent  rec¬ 
ords  as  are  necessary  to  establish  the 
amount  of  dividends  actually  paid  during 
the  taxable  year.  Such  company  shall 
also  keep  a  copy  of  the  dividend  resolu¬ 
tion  and  any  necessary  supporting  data 
relating  to  the  amounts  of  dividends 
declared  and  to  the  amounts  held  or  set 
aside  as  reserves  for  dividends  to  policy¬ 
holders  during  the  taxable  year. 

Retention'period:  Permanent.  26  C^FR 
1.811-2 

4.28  Record  retention  requirements  for 
life  insurance  companies  with  respect 
to  the  opti<mal  treatment  of  policies 
reinsured  under  modified  coinsur¬ 
ance  contracts. 

The  reinsured  and  reinsurer  shall 
maintain  as  part  of  their  permanent 
books  of  account  any  subsequent  amend¬ 
ments  to  the  original  modified  coin¬ 
surance  contract  between  the  reinsured 
and  reinsurer. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  l.fi20-2  (retention: 

1.6001-1) 

4.29  Regulated  investment  companies. 

To  maintain  records  showing  the  in¬ 
formation  relative  to  the  actual  owners 
of  its  stock  contained  in  the  written 
statements  to  be  demanded  from  the 
shareholders.  For  the  purposes  of  deter¬ 
mining  whether  a -domestic  corporation 
claiming  to  be  a  regulated  investment 
company  is  a  personal  holding  company 
the  records  of  the  company  shall  show 
the  maximum  number  of  shares  of  the 
corporation  (including  the  number  and 
face  value  of  securities  convertible  into 
stock  of  the  corporation)  to  be  consid¬ 
ered  as  actually  or  constructively  owned 
by  each  of  the  actual  owners  of  any  oi 
its  stock  at  any  time  during  the  last  hall 
of  the  corporation’s  taxable  year.  Also 
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to  maintain  a  list  of  the  persons  failincr 
or  refusing  to  comply  with  demand  for 
statements  respecting  ownership  of 
shares. 

Retention  period:  As  long  as  the  con- 
t^ts  thereof  may  become  material  in  the 
administration  of  any  internal  revenue 
law.  26  CPR  1.852-6, 1.852-7  (retention: 
1.6001-1) 

4.30  Real  estate  inTestment  trust. 

(a)  To  maintain  in  the  internal  rev¬ 
enue  district  in  which  it  is  required  to 
file  its  income  tax  return  such  perma¬ 
nent  records  as  disclose  the  actual 
ownership  ol  its  outstanding  stock. 

(b)  Shareholders  of  record  may  not  be 
the  actual  owners  of  the  stock;  accord¬ 
ingly,  the  real  estate  investment  trust 
ghftii  demand  a  written  statement  from 
shareholders  of  record  disclosing  the 
actual  owner  of  the  stock.  Section 
1.856-6  (d) .  A  list  of  the  persons  failing 
or  refusing  to  comply  in  whole  or  in  part 
wi&  the  trust's  demand  for  such  state¬ 
ment  shall  be  maintained  as  a  part  of 
the  trust’s  records. 

'  (c)  For  the  purpose  of  determining 
whether  a  trust,  claiming  to  be  a  real 
estate  investment  trust,  is  a  personal 
holding  company,  the  permanent  records 
of  the  trust  shall  show  the  maximmn 
number  of  shares- of  the  trust  (including 
the  number  and  face  value  of  securities 
convertible  into  stock  of  the  trust)  to  be 
considered  as  actually  or  constructively 
owned  by  each  of  the  actual  owners  of 
any  of  its  stock  at  any  time  during  the 
last  half  of  the  trust’s  taxable  year,  as 
provided  in  section  544  of  the  Internal 
Revenue  Code. 

Retention  period:  Such  records  shall 
be  kept  at  all  times  available  for  in- 
9)ection  by  any  internal  revenue  ofScer 
or  employee  and  shall  be  retained  so 
long  as  the  contents  thereof  may  become 
material  in  the  administration  of  any 
internal  revenue  law.  26  CFR  1.857-6 

4.31  Persons  claiming  credit  for  taxes 
paid  or  accrued  to  foreign  countries 
and  possessions  of  the  United  States. 

To  keep  readily  available  for  compari¬ 
son  on  request  the  original  receipt  for 
each  such  tax  payment,  or  the  original 
return  on  which  each  such  accrued  tax 
was  based,  a  duplicate  original,  or  a  duly 
certified  or  authenticated  copy,  in  case 
only  a  sworn  copy  of  a  receipt  or  return 
is  submitted. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  In 
the  administration  of  any  internal  reve¬ 
nue  law.  26  C!FR  1.905-2  (retention: 
1.6001-1) 

4.32  Western  Hemisphere  trade  corpo¬ 
rations. 

To  keep  records  substantiating  income 
tax  statement  showing  that  its  entire 
business  is  done  within  the  Western 
Hemisphere  and,  if  any  purchases  are 
made  outside  the  Western  Hemisphere, 
the  amount  of  such  purchases,  the 
amount  of  its  gross  receipts  from  all 
sources,  and  any  other  pertinent  infor¬ 
mation. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
“^ministration  of  any  internal  revenue 


law.  26  CFR  1.921-1  (retmiUon: 

1.6001-1) 

4.32a  PerMms  or  corporations  seeking 
to  come  within  the  exception  to  the 
limitation  on  reduction  in  income  tax 
liability  incurred  to  the  Virgin 
Islands,  under  secticm  934  of  the  In¬ 
ternal  Revenue  Code  of  1954. 
[Added] 

Must  maintain  such  records  and  other 
documents  as  are  necessary  to  detennine 
the  applicability  of  the  exception. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.934-1  (retention: 

1.6001-1) 

4.33  Executors  or  other  legal  represent¬ 
atives  of  decedents,  fiduciaries  of 
trusts  under  wills,  life  tenants  and 
other  persons  to  whom  a  uniform 
basis  widi  respect  to  property  trans¬ 
mitted  at  deadi  is  applic^le. 

To  make  and  maintain  records  show¬ 
ing  in  detail  all  deductions,  distributions, 
or  other  items  for  which  adjustment  to 
basis  is  required  to  be  made. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  ]n 
the  administrate  of  any  internal  reve¬ 
nue  law.  26  CFR  1.1014-4  (retention: 

1.6001-1) 

4.34  Persons  making  or  receiving  gifts 
of  property  acquired  by  gift  after 
December  31.  1920. 

To  preserve  and  keep  accessible  a  rec¬ 
ord  of  the  facts  necessary  to  determine 
the  cost  of  the  property  and.  if  pertinent, 
its  fair  market  value  as  of  March  1. 1913, 
to  insure  a  fair  and  adequate  determina¬ 
tion  of  the  proper  basis. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.1015-1  (retenticm: 

1.6001-1) 

4.35  Persons  participating  in  exchanges 
or  distributions  made  in  obedience 
to  orders  of  the  Securities  and  Ex¬ 
change  Commission. 

To  keep  records  in  substantial  form 
showing  the  cost  or  other  basis  of  the 
property  transferred  and  the  amount  of 
stock  or  securities  and  other  property 
(including  money)  received. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.1081-11  (retention: 

1.6001-1) 

4.36  Stock  or  security  holders  records  of 
distribution  pursuant  to  the  Bank 
Holding  Company  Act  of  1956. 

Each  stock  or  security  holder  who  re¬ 
ceives  stock  or  securities  or  other  prop¬ 
erty  upon  a  distribution  made  by  a 
qualified  bank  holding  corporation 
tmder  section  1101  of  the  Internal 
Revenue  Code  shall  maintain  records  of 
all  facts  pertinent  to  the  nonrecogni¬ 
tion  of  gain  upon  such  distribution. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
ttie  administration  of  any  internal 
revenue  law.  26  CFR  1.1101-4  (reten¬ 
tion:  1.6001-1) 


4.37  Persons  engaged  in  arbitrage  op¬ 
erations  in  stocks  and  Securities. 

To  keep  records  that  will  clearly  show 
that  a  transaction  has  been  timely  and 
properly  identified  as  an  arbitrage  oper¬ 
ation.  Such  identification  must  ordi¬ 
narily  be  entered  in  the  taxpayer’s  rec¬ 
ords  on  the  day  of  the  transaction. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  reve¬ 
nue  law.  26  CFR  1.1233-1  (retention: 

1.6001-1) 

4.38  Record  retention  requirements  for 
ccMporations  and  shardiolders  with 
respect  to  tlm  substantiation  of 
ordinary  loss  deductions  on  small 
business  corporation  stock. 

(a)  Corporations.  The  plan  to  issue 
stock  which  qualifies  under  section  1244 
of  the  Internal  Revenue  Code  must 
appear  upon  the  records  of  the  cor¬ 
poration.  In  addition,  in  order  to  sub¬ 
stantiate  an  ordinary  loss  deduction 
claimed  by  its  shareholders,  the  corpora¬ 
tion  should  maintain  records  showing 
the  following: 

(1)  The  persons  to  whom  stock  was 
issued  pursuant  to  the  plan,  the  date  of 
issuance  to  each,  and  a  description  of 
the  amount  and  type  of  consideration 
received  frmn  each; 

(2)  If  the  consideration  received  is 
property,  the  basis  in  the  hands  of  the 
shareholders  and  the  fair  market  value 
of  such  property  when  received  by  the 
corporation; 

(3)  Which  certificates  represent  stock 
issued  pursuant  to  the  plan; 

(4)  The  amoimt  of  money  and  the 
basis  in  the  hands  of  the  corporation  of 
other  property  received  after  June  30, 
1958,  and  before  the  adoption  oi  the 
plan  for  its  stock,  as  a  contribution  to 
capital  and  as  paid-in  surplus; 

(5)  The  equity  capital  of  the  corpora¬ 
tion  on  the  date  of  adoption  of  the  plaoi; 
and 

(6)  Information  relating  to  any  tax- 
free  stock  dividend  made  with  respect 
to  stock  issued  pursuant  to  the  plan  and 
any  reoigmiization  in  which  stock  is 
transferred  by  the  corporation  in  ex¬ 
change  for  stock  issued  pursuant  to  the 
plan. 

(b)  Shareholders.  Any  person  who 
claims  a  deduction  for  an  ordinary  loss 
on  stock  under  section  1244  of  the  Code 
shall  file  with  his  income  tax  return  for 
the  year  in  which  a  deduction  for  the 
loss  is  claimed  a  slat^nent  setting  forth: 

(1)  The  address  of  the  corporation 
that  issued  the  stock; 

(2)  The  manner  in  which  the  stock 
was  acquired  by  such  person  and  the 
nature  and  amoimt  of  the  consideration 
paid;  and 

(3)  If  the  stock  was  acquired  in  a 
nontaxable  transaction  in  exchange  for 
property  other  than  money — ^the  tsrpe 
of  property,  its  fair  market  value  on  the 
date  of  transfer  to  the  corporation,  and 
its  adjusted  basis  on  such  date. 

In  addition,  a  person  who  owns  “sec¬ 
tion  1244  stock’’  in  a  corporation  shall 
maintain  records  sufficient  to  distinguish 
such  stock  from  any  other  stock  he  may 
own  in  the  corporation. 

Retention  period:  So  long  u  the  con¬ 
tents  thereof  may  become  niaterial  in 
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the  admintotration  of  any  internal  reve-  domestic  corporations,  except  that  the 
nue  law.  26  CFR 1 .1244(e)  -1  (retention :  receipt  and  distribution  of  personal  hold-' 
1.6001-1)  ing  company  income  (and  expenses  at- 

±  tributabls  thereto)  shall  not  be  taken 

.nto m 

of  earnings  and  profits  for  the  taxable 
To  keep  detailed  records  such  as  will  year  or  accumulated  earnings  and 
enable  the  Commissioner,  in  his  exami-  profits. 

nation  of  the  taxpayer’s  return  for  the  Retention  period:  So  long  as  the  con- 
year  of  replacement,  readily  to  verify  the  tents  thereof  may  become  material  in 
extent  of  the  inventory  decrease  claimed  the  administration  of  any  internal  reve¬ 
to  be  involuntary  In  character  and  the  nue  law.  26  CFR  1.1361-10,  1.1361-14 
facts  upon  which  such  claim  is  based,  all  (retention:  1.6001-1) 
subsequent  Inventory  increases  and  de-  ^  ,  ^v.  ..  .  ,  . 

creases,  and  all  other  facts  material  to  Distributions  by  small  business  cor- 

the  replacement  adjustment  authorized.  porations  of  previously  taxed  income. 

Retention  period:  So  long  as  the  con-  To  keep  records  of  the  net  share  of 
tents  thereof  may  become  material  in  the  previously  taxed  income  of  each 
the  administration  of  any  internal  reve-  shareholder.  In  addition,  each  share- 
nue  law.  26  CFR  1.1321-1,  1.1321-2  holder  of  such  corporation  shall  keep  a 
(retention:  1.6001-1)  record  of  his  own  net  share  of  previously 

4  .A  'wT  .  j  1  .  .  taxed  income  and  shaU  make  such  rec- 

ciHiioration.  Retention  period:  So  long  as  the  con- 

(a)  Oeneral.  Except  as  otherwise  tents  thereof  may  become  material  in 
provided  in  paragraph  (b) ,  any  unincor-  the  administration  of  any  internal  reve- 
porated  business  enterprise  electing  to  nue  law.  26  CTR  1.1375-4  (retention: 
be  taxed  as  a  domestic  corporation  un-  i.eooi-l) 

der  section  1361  of  the  Internal  Revenue  .  „ 

Code  is  required  to  keep  records,  a  *’*!4.^***  organizations, 

render  statements,  and  make  returns  in  I  Amended) 

the  same  manner  as  a  domestic  corpora-  To  keep  records  and  books  of  accoimt 
tion.  pertaining  to  information  included  in 

(b)  Other  records.  The  following  the  annual  return,  including  items  of 

other  records  shall  be  maintained  by  a  gross  income,  receipts,  disbursements, 
“section  1361  corporation:”  and  contributions  and  gifts  received. 

(1)  Separate  records  shall  be  main-  and  to  keep  other  pertinent  information 
tained  for  pasrments  to  owners  of  a  “sec-  which  will  enable  the  district  director  to 
tion  1361  corporation"  in  order  that  a  inquire  into  the  organization’s  exempt 
determination  may  be  made  as  to  status. 

whether  such  pasrments  are  compensa-  Retention  period:  As  long  as  the  con- 
tion  for  personal  services  to  which  sec-  tents  thereof  may  become  material  in 
tion  1361(j)  of  the  Internal  Revenue  the  administration  of  any  internal  reve- 
Code  applies,  or  are  distributions  which  nue  law.  26  CFR  1.6033-1  (retention: 
may  be  treated  either  as  corporate  dis-  1.6001-1) 
tributions  or  as  distributions  of  personal  .  .  „  ■  • 

separate  capital  accounts  shaU  be  main-  B.nbng  .n.i.tuu.n.,  tnut  com. 

panics,  OF  broKeragc  firms,  who  elect 

(«1n  tlw  case  of  a  partnership,  ?.*'  VT 

matiou  Retum,  fw  eacH  aclual  owuec 

t^^  f or  ewh  partimn  Such  ^unts  whom  it  acts  as  nominee. 

shall  set  forth  the  original  capital  con-.  [Added] 

tribution,  adjustments  thereto  (for  ex-  . 

ample,  because  of  an  owner’s  share  of  Must  maintain  such  records  as  will 
undistributed  personal  holding  company  permit  a  prompt  substantiation  of  each 
income),  and^iny  other^ormatiS  payment  of  dividends  made  to  the  actual 
necessary  to  establish  each  partner’s  in-  owner. 

terest  in  the  “section  1361  corporation.”  Retention  period:  So  long  as  the  con- 

(3)  A  “section  1361  corporation”  wha-H  tents  thereof  may  become  material  in 

records  of  all  transfers  of  in-  administration  of  any  internal  reve- 
terests  by  its  owners  made  at  any  time  law.  26  CFR  1.6042—1  (retention: 
during  the  period  the  election  imder  sec-  1.6001-1) 

tion  1361  applies,  showing  the  names  of  4.42b  Any  trustee,  insurance  company, 
the  transferor  and  the  transferee,  the  qi.  other  person,  which  is  notified 

relationship  between  them,  and  the  in-  under  section  6047(b)  of  the  Code 

terest  transferred.  that  contributions  to  a  trust  or  under 

(4)  The  records  of  a  “section  1361  cor-  a  retirement  plan  have  been  made 

poration”  shall  be  maintained  in  such  a  on  behalf  of  an  owner-employee, 

manner  that  assets,  liabilities,  income,  [Added] 

and  expenses  of  the  “section  1361  wnw-  ghaii  maintain  a  record  of  such  noti- 
ration”  are  shown  separately  and  dis-  gcation 

tinctly  from  ^ts.  liabUitiM,  income  Retention  period:  Until  all  funds  of 
and  expen^  of  the  owners  which  do  not  trust  or  under  the  plan  on  behalf  of 

relate  to  the  en^priro.  Morrover,  sep-  owner-employee  have  been  distrib- 

ar&t6  records  shEil  be  maintftined  for  nted  26  CFR  1  6047—1 
personal  holding  income  and  deductions 

attributable  thereto.  4.43  Persons  engaged  in  construction  of 

(5)  A  “section  1361  corporation"  shall  aircraft  for  the  Army  and  the  Air 

maintain  an  earnings  and  profits  accoimt  Force. 

which  shall  be  computed  in  accordance  To  keep  books,  records,  and  original 
with  the  rules  applicable  generally  to  evidences  of  costs  pertinent  to  the  deter- 
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gpect  to  the  tax,  interest,  addition  to  the 
tax,  additional  amount,  or  assessable 
penalty  to  which  the  claim  relates, 
such  record  shall  include  any  records  re¬ 
quired  0^  the  claimant  by  paragraph  (b) 
of  this  section  which  relate  to  the  claim. 

(d)  Records  of  employees.  While  not 
mandatory  (except  in  the  case  at 
claims) .  it  is  advisable  for  each  employee 
to  keep  permanent,  accurate  records 
showing  the  name  and  address  of  each 
onployer  for  whom  he  performs  services 
as  an  employee,  the  dates  of  beginning 
and  termination  of  such  services,  the. 
information  with  respect  to  himself 
which  is  required  to  be  kept  by  employ¬ 
ers,  and  all  receipts  furnished  by 
enployers. 

(e)  Place  for  keeping  records.  All 
records  required  shall  be  kept,  by  the 
person  required  to  keep  them,  at  one  or 
more  convenient  and  safe  locations  ac- 
cessible  to  internal  revenue  officers,  and 
shall  at  all  times  be  available  for  inspec- 
ticm  by  such  officers. 

Retention  period:  4  years  after  the 
due  date  of  such  tax  for  the  return  pe¬ 
riod  to  which  the  records  relate,  or  the 
date  such  tax  is  paid,  whichever  is  the 
later.  The  records  of  claimants  required 
by  paragraph  (c)  shall  be  maintained 
f(x  a  period  of  at  least  4  years  after  the 
date  the  claim  is  filed.  26  C7FR 

31.6001- 1 

4.48  Persons  required  to  withhold  tax 
on  nonresident  aliens,  foreign  corpo¬ 
rations,  and  tax-free  covenant 
bonds  on  payments  of  income  made 
on  and  after  January  1,  1957. 

To  keep  copies  of  Forms  1042  and 
1042S. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in 
the  administration  of  any  internal  rev¬ 
enue  law.  26  CFR  1.1461-2  (retention: 

1.6001- 1) 

4.49  Emfdoyers  reqpiired  to  deduct  and 
withhold  income  tax  on  wages  paid. 

To  keep  records  with  respect  to  pay¬ 
ments  (sick  pay)  made  directly  by  the 
employer  to  his  employees  after  Decmn- 
ber  31.  1955.  unde^a  wage  continuation 
plan  showing,  witlT  respect  to  each  em¬ 
ployee,  the  beginning  and  ending  dates 
of  each  period  of  absence  from  work  for 
which  any  such  payment  was  made,  and 
sufficient  information  to  establish  the 
amount  and  weekly  rate  of  each  such 
payment;  and,  to  the  extent  that  income 
tax  is  not  withheld  on  the  amoimt  of  any 
such  payment  excludable  from  the  gross 
iMome  of  the  employee,  the  amount  of 
the  payment  and  the  excludable  portion 
thereof,  and  data  substantiating  the  em¬ 
ployee’s  entitlement  to  the  exclusion 
from  gross  income. 

Retention  period:  So  long  as  the  con¬ 
tents  thereof  may  become  material  in  the 
sffinlnistration  of  any  internal  revenue 
law.  26  CFR  31.3401  (a)-l,  31.6001-5 
(retention:  1.6001-1) 

4.50  Employers  liable  for  tax  under  the 
Federal  Insurrace  Contributions  Act. 

(a)  General.  (1)  To  keep  records  of 
all  remuneration,  whether  in  cash  or  in 
a  medium  other  than  cash,  paid  to  his 
^Ployees  after  1P54  for  services  (other 
agricultural  labor  which  consti- 
No.  46— pt.  n - 5 


tutes  or  is  deemed  to  constitute  employ¬ 
ment,  domestic  service  in  a  private  home 
of  the  employer,  or  service  not  in  the 
course  of  the  employer’s  trade  or  busi¬ 
ness)  performed  for  him  after  1936. 
Records  shall  show  with  respect  to  each 
employee  receiving  such  remuneration: 

(1)  The  name,  address,  and  account 
number  of  the  employee  and  such  addi¬ 
tional  information  with  respect  to  the 
employee  as  is  required  when  the  em¬ 
ployee  does  not  advise  the  employer 
what  his  account  number  and  name  are 
as  shown  on  an  account  number  card 
issued  to  the  employee  by  the  Social 
Security  Administration. 

(ii)  The  total  amount  and  date  of 
each  pa3unent  of  remuneration  (includ¬ 
ing  any  sum  withheld  therefrom  as  tax 
or  for  any  other  reason)  and  the  period  ' 
of  services  covered  by  such  payment. 

(ill)  The  amount  of  each  such  re¬ 
muneration  payment  which  constitutes 
wages  subject  to  tax. 

(iv)  The  amount  of  employee  tax.  or 
any  amount  equivalent  to  employee  tax, 
collected  with  respect  to  such  payment, 
and,  if  collected  at  a  time  other  than  the 
time  such  payment  was  made,  the  date 
collected. 

(v)  If  the  total  remuneration  pay¬ 
ment  and  the  amount  thereof  which  is 
taxable  are  not  equal,  the  reason  there¬ 
for. 

(2)  Every  employer  shall  keep  rec¬ 
ords  of  the  detcdls  of  each  adjustment  or 
settlement  of  taxes  under  the  Federal 
Insiirance  Contributions  Act  and  a  copy 
of  each  statement  furnished. 

(b)  Agricultural  labor,  domestic  serv¬ 
ice,  and  service  not  in  the  course  of  em¬ 
ployer’s  trade  or  business.  (1)  Every 
employer  who  pa3rs  cash  remuneration 
after  1954  for  the  performance  for  him 
after  1950  of  agricultmal  labor  which 
cmistitutes  or  is  deemed  to  constitute 
employment,  of  domestic  service  in  a 
private  home  of  the  employer  not  on  a 
farm  operated  for  profit,  or  of  service 
not  in  the  course  ot  his  trade  or  business 
shall  keep  records  of  all  such  cash  re¬ 
muneration  with  respect  to  which  he 
incurs,  or  expects  to  incur,  liability  for 
the  taxes  imposed  by  Uie  Federal  In¬ 
surance  Contributions  Act,  or  with  re¬ 
spect  to  which  amounts  equivalent  to 
employee  tax  are  deducted.  Such  rec¬ 
ords  shall  show  with  respect  to  each 
employee  receiving  such  cash  remunera¬ 
tion: 

(i)  The  name  of  the  employee. 

(ii)  The  account  number  of  each  em-; 
ployee  to  whom  wages  for  such  services 
are  paid  and  sudi  additional  informa¬ 
tion  as  is  required  when  the  employee 
does  not  advise  the  employer  what  his 
account  number  and  name  are  as  shown 
on  the  account  niunber  card  issued  to 
the  emplos^  by  the  Social  Security 
Administration. 

(iii)  The  amount  of  such  cash  re¬ 
muneration  paid  to  the  emplosree  (in¬ 
cluding  any  sum  withheld  therefrom  as 
tax  or  for  any  other  reason)  for  agricul¬ 
tural  labor  which  constitutes  or  is 
deemed  to  constitute  employment,  for 
domestic  service  in  a  private  home  of 
the  employer  not  on  a  farm  operated  for 
profit,  or  for  seryice  not  in  the  course  of 
the  employer’s  trskle  or  business;  the  cal¬ 


endar  month  in  which  such  cash  remu¬ 
neration  was  paid;  and  the  character  of 
the  services  for  which  such  (»tsh  remu¬ 
neration  was  paid.  When  the  employer 
incurs  liability  for  the  taxes  imposed  by 
the  Federal  Insurance  Contributions  Act 
with  respect  to  any  such  cash  remunera¬ 
tion  which  he  did  not  previously  expect 
would  be  subject  to  the  taxes,  the 
amouhts  of  any  cash  remuneration  not 
previously  made  ajnatter  of  record  shall 
be  determined  by  the  employer  to  the 
best  of  his  knowledge  and  belief. 

(iv)  The  amoimt  of  employee  tax,  .or 
any  amount  equivalent  to  employee  tax, 
collected  with  respect  to  such  cash  re¬ 
muneration  and  the  calendar  month  in 
which  collected. 

(v)  To  the  extent  material  to  a  de¬ 
termination  of  tax  liability,  the  number 
of  days  during  each  calendar  year  after 
1956  on  which  agricultural  labor  which 
constitutes  or  is  deemed  to  constitute 
emplosunent  is  performed  by  the  em¬ 
ployee  for  cash  remuneration  computed 
on  a  time  basis. 

(2)  Every  person  to  whom  a  *‘crew 
leader”  furnishes  individuals  for  the 
performance  of  agricultural  labor  after 
December  31,  1958,  shall  keep  records 
of  the  name;  permanent  mailing  ad¬ 
dress,  or  if  none,  present  address;  and 
identification  number,  if  any,  of  such . 
"crew  leader.” 

Retention  period:  4  years  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  tiie  date 
such  tax  is  paid,  whichever  4s  the  later. 
26  CTR  31.6001-2  (retention:  31.6001-1) 

4.51  Persons  subject  to  the  Railroad  Re¬ 
tirement  Tax  Act. 

(a)  Records  of  employers.  (1)  To 
keep  records  of  all  remuneration 
(whether  in  money  or  in  smnething 
which  may  be  used  in  lieu  of  money) 
other  than  tips,  paid  to  his  employees 
after  1954  for  services  rendered  to  him 
(including  "time  lost”)  after  1954.  Such 
records  shall  show  with  respect  to  each 
employee: 

(1)  The  name  and  address  of  the 
employee. 

(ii)  The  total  amount  and  date  of 
each  payment  of  remuneration  to  the 
employee  (including  any  sum  withheld 
therefrom  as  tax  or  for  any  other  rea¬ 
son)  and  the  period  of  service  (including 
any  period  at  absence  from  active  serv¬ 
ice)  covered  by  such  payment. 

(iii)  The  amount  of  such  remunera¬ 
tion  payment  with  respect  to  which  the 
tax  is  imposed. 

(iv)  The  amount  of  employee  tax  col¬ 
lected  with  respect  to  such  pasnnent, 
and,  if  collected  at  a  time  other  than  the 
time  such  pajrment  was  made,  the  date 
collected. 

(V)  If  the  total  payment  of  remunera¬ 
tion  and  the  amount  thereof  with  re¬ 
spect  to  which  the  tax  is  imposed  are 
not  equal,  the  reason  therefor. 

(2)  The  employer  shall  keep  records 
of  the  details  of  each  adjustment  or 
settlement  of  taxes  under  the  Railroad 
Retirement  Tax  Act. 

(b)  Records  of  employee  representa¬ 
tives.  Every  individual  liable  for  em¬ 
ployee  representative  tax  under  the  Rail¬ 
road  Retirement  Tax<  Act  shall  keep  rec¬ 
ords  of  all  remuneration  (whether  in 
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money  or  in  something  which  may  be 
used  in  lieu  of  money)  paid  to  him  after 
1954  for  services  rendered  (including 
“time  lost”)  by  him  as  an  employee  rep¬ 
resentative  after  1954.  Such  reccHrd  shall 
show: 

(1)  The  name  and  address  of  each 
employee  organization  onploying  him. 

(2)  The  total  amount  and  date  of  each 
pasnnent  of  remuneration  for  services 
rendered  as  an  employee  representative 
(including  any  sum  withheld  therefrom 
as  tax  or  for  any  other  reason)  and  the 
period  of  service,  including  any  period 
of  absence  from  active  service,  covered  by 
such  payment. 

(3)  The  amount  of  such  remuneration 
payment  with  respect  to  ^^ch  the  em¬ 
ployee  representative  tax  &  imposed. 

(4)  If  ttie  total  payment  of  remunera¬ 
tion  and  the  amount  thereof  with  respect 
to  which  the  emplo3ree  representative 
tax  is  imposed  are  not  equal,  the  reason 
therefor. 

Retention  period:  4  years  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
26  CTR  31.6001-3  (retention:  31.6001-1) 

4,52  Employers  subject  to  tax  under  the 
Fedei^  Unemidoyment  Tax  Act. 

(a)  Records  of  employers.  To 'keep 
such  records  as  are  necessary  to  estab¬ 
lish: 

(1)  The  total  amount  of  remunera¬ 
tion  (including  any  sum  withheld  there¬ 
from  as  tar-  or  for  any  other  reason) 
paid  to  his  employees  during  the  calen¬ 
dar  year  for  services  performed  after 
1938. 

(2)  The  amount  of  such  remunera¬ 
tion  which  constitutes  wages  subject  to 
the  tax. 

(3)  The  amoimt  of  contributions  paid 
by  him  into  each  State  unemployment 
fund,  with  respect  to  services  subject  to 
the  law  of  such  State,  showing  sepa¬ 
rately  (1)  payments  made  and  neither 
deducted  nor  to  be  deducted  from  the 
remuneration  of  his  employees,  and  (ii) 
payments  made  and  deducted  or  to  be 
deducted  from  the  remuneration  of  his 
employees. 

(4)  The  information  required  to  be 
shown  on  the  prescribed  return  and  the 
extent  to  which  the  employer  is  liable 
for  the  tax. 

(5)  If  the  total  remuneration  paid 
and  the  amount  thereof  which  is  subject 
to  the  tax  are  not  equal,  the  reason 
therefor. 

(6)  To  the  extent  material  to  the  de¬ 
termination  of  a  tax  liability,  the  dates, 
in  each  calendar  quarter,  on  which  each 
employee  performed  services  not  in  the 
course  of  the  employer’s  trade  or  busi¬ 
ness,  and  the  amount  of  cash  remunera¬ 
tion  paid  at  any  time  for  such  services 
performed  within  such  quarter. 

The  term  “remuneration,”  as  used  in 
this  paragraph,  includes  all  pasrments 
whether  in  cash  or  in  a  medium  other 
than  cash,  except  that  the  term  does 
not  include  pasmients  in  a  medium  other 
than  cash  for  services  not  in  the  course 
of  the  employer’s  trade  or  business. 

(b)  Records  of  persons  who  are  not 
employers.  Any  person  who  employs 
individuals  in  employment  during  any 
calendar  year  but  who  considers  that  he 


is  not  an  employer  subject  to  the  tax 
shall,  with  respect  to  each  such  year,  be 
prepared  to  establish  by  proper  records 
(including,  where  necessary,  records  of 
the  numb^  of  employees  employed  each 
day)  that  he  is  not  an  employer  subject 
to  the  tax. 

Retention  period:  4  years  after  the 
due  date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
26  CFR  31.6001-4  (retention:  31.6001-1) 

4.53  Emidoyers  required  fo  deduct  and 
withhold  income  tax  on  wages  paid. 

(а)  Every  employer  required  to  deduct 
and  withhold  income  tax  upon  the  wages 
of  onployees  shall  keep  records  of  all 
remuneration  paid  to  such  employees. 
Such  records  shall  show  with  respect 
to  each  employee: 

(1)  The  name  and  addfess  of  the  em¬ 
ployee  and.  after  December  31,  1962,  the 
account  number  of  the  onployee. 

(2)  The  total  amount  and  date  of 
each  pasrment  of  remuneration  (includ¬ 
ing  any  sum  withheld  therefrmn  as  tax 
or  for  any  other  reason)  and  the  period 
of  services  covered  by  such  pasrment. 

(3)  The  amount  of  such  remuneration 
pa3rment  which  constitutes  wages  sub¬ 
ject  to  withholding. 

(4)  The  amount  of  tax  collects  with 
respect  to  such  r^uneration  payment 
and,  if  collected  at  a  time  other  than  the 
time  such  pasnnent  was  made,  the  date 
collected. 

(5)  If  the  total  remuneration  pay¬ 
ment  and  the  amount  thereof  which  is 
taxable  are  not  equal,  the  reason  there¬ 
for. 

(б)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  per¬ 
manent  residents  of  the  Virgin  Islands. 

(7)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  non¬ 
resident  alien  individuals  who  are  resi¬ 
dents  of  a  contiguous  country. 

(8)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  resi¬ 
dence  or  physical  presence  in  a  forrign 
country. 

(9)  Copies  of  any  statements  fur¬ 
nished  by  the  employee  relating  to  cit¬ 
izens  resident  in  Puerto  Rico. 

(10)  The  fair  market  value  and  date 
of  each  payment  of  noncash  remimera- 
tion,  made  to  an  employee  after  August 
9,  1955,  for  services  performed  as  a  re¬ 
tail  eonunission  salesman,  with  respect 
to  which  no  income  tax  is  withheld. 

(11)  With  respect  to  pasmients  made 
in  1955  under  a  wage  continuation  plan, 
the  records  required  to  be  kept  in  respect 
of  such  pa3unents  must  (i)  separately 
show  the  amounts  of  such  payments, 
and  distinguish  such  amoimts  from  all 
other  payments,  and  (ii)  establish  the 
facts  neces^ry  to  show  that  the  em¬ 
ployee  is  entitled  to  the  exclusion,  either 
by  means  of  a  written  statement  from 
the  employee  as  to  the  injiury.  illness,  or 
hospitalization,  or  by  any  other  infor¬ 
mation  which  the  employer  believes  to 
be  accurate  and  which  he  is  willing  to 
accept. 

(12)  With  respect  to  payments  made 
directly  by  an  employer  after  December 
31. 1955,  under  a  wage  continuation  plan, 
the  records  must  show  (i)  the  beginning 
and  ending  dates  of  each  period  of  ab¬ 


sence  from  work  for  which  any  such 
payment  was  made;  and  (ii)  sufficient 
Information  to  establish  the  amoimt  and 
weekly  rate  of  each  such  payment. 

(18)  The  withholding  exemption  cer¬ 
tificates  (Form  W-4)  filed  with  the  em¬ 
ployer  by  the  employee. 

(14)  The  agreement,  if  any,  between 
the  employer  and  the  employee  for  the 
withholding  of  additional  amounts  of 
tax. 

(15)  To  the  extent  material  to  a  de¬ 
termination  of  tax  liabilitv,  the  dates, 
in  each  calendar  quarter,  on  which  the 
employee  performed  services  not  in  the 
course  of  the  employer’s  trade  or  busi¬ 
ness,  and  the  amount  of  cash  remunera¬ 
tion  paid  at  any  time  for  such  services 
performed  within  such  quarter. 

The  term  “remuneration,”  as  used  in 
this  paragraph,  includes  all  payments 
whether  in  cash  or  in  a  medium  other 
than  cash,  except  that  the  term  does  not 
include  payments  in  a  medium  other 
than  cash  for  services  not  in  the  course 
of  the  employer’s  trade  or  business. 

(b)  The  employer  shall  keep  records 
of  the  details  of  each  adjustment  or  set¬ 
tlement  of  income  tax  withheld. 

Retention  period:  4  years  after  the  due 
date  of  such  tax  for  the  return  period  to 
which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  later.  26 
CFR  31.6001-5  (retention:  31.6001-1) 

4.54  Employers  claiming  a  refund, 
credit,  or  abatement  of  tax  under  die 
Federal  Insurance  Omtributions  Act 
or  Railroad  Retirement  Tax  Act. 

Every  employer  who  has  filed  a  claim 
for  refund,  cr^t,  or  abatement  of  em¬ 
ployee  tax  under  section  3101  or  section 
3201  of  the  Internal  Revenue  Code,  or  a 
corresponding  provision  of  prior  law.  Col¬ 
lected  from  an  employee  shall  retain  as 
part  of  his  records  the  written  receipt 
of  the  employee  showing  the  date  and 
amount  of  the  repayment,  or  the  written 
consent  of  the  employee,  whichever  is 
used  in  support  of  the  claim.  Where 
employee  tax  was  collected  under  sec¬ 
tion  3101  of  the  Code,  or  a  correspond¬ 
ing  provision  of  prior  law,  from  an  em¬ 
ployee  in  a  calendar  year  prior  to  the 
year  in  which  the  credit  or  refund  is 
claimed,  the  employer  shall  also  retain 
as  part  of  his  records  a  written  state¬ 
ment  from  the  employee  (a)  that  the 
employee  has  not  claimed  refund  or 
credit  of  the  amount  of  the  overcollec¬ 
tion,  or  if  so.  such  claim  has  been  re¬ 
jected.  and  (b)  that  the  employee  will 
not  claim  refund  or  credit  of  such 
amount. 

Retention  period:  4  years  after  the 
date  the  claim  is  filed.  26  CFR 
31.6402(a)-2,  31.6404(a)-l  (retention: 
31.6001-1) 

4.55  Repayment  by  employer  of  tax 
erroneously  collected  from  employee 
under  the  Federal  Insurance  Con¬ 
tributions  Act  or  the  Railroad  Retire¬ 
ment  Tax  Act  and  of  income  tax 
withheld  from  wages. 

(a)  Before  employer  files  return.  To 
obtain  and  keep  as  part  of  his  records 
ttie  written  receipt  of  the  employee 
showing  the  date  and  amount  of  the 
repayment. 
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(b)  After  employer  files  return.  If  the 
amount  of  an  overcollection  is  repaid  to 
an  employee,  the  employer  shall  obtain 
and  keep  as  part  of  his  records  the  writ¬ 
ten  receipt  of  the  employee,  showing  the 
date  and  amount  of  the  repasrment.  If 
in  any  calendar  year,  an  employer  re¬ 
pays  or  reimburses  an  employee  in  the 
amount  of  an  overcollection  of  employee 
tax  under  section  3101  of  the  Internal 
Revenue  Code,  or  a  corresponding 
provision  of  prior  law,  which  was  col¬ 
lected  from  the  employee  in  a  prior  cal¬ 
endar  year,  the  employer  shall  obtain 
from  the  employee  and  keep  as  part  of 
his  records  a  written  statement  (a)  that 
the  employee  has  not  claimed  refimd  or 
credit  of  the  amount  of  the  overcollec¬ 
tion.  or  if  so,  such  claim  has  been  re¬ 
jected,  and  (b)  that  the  employee  will 
not  claim  refund  or  credit  of  such 
amount. 

Retention  period:  4  years  after  the 
due  date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
The  records  of  claimants  shall  be  main¬ 
tained  for  a  period  of  at  least  4  years 
after  the  date  the  claim  is  filed.  26 
CPR  31.6413 (a) -1  (retention:  31.6001-1) 

Excise  Tax 

4.56  Persons  required  to  file  a  return 
and  pay  tax  on  the  sale  or  use  of  any 
article  subject  to  numufacturers*  ex¬ 
cise  tax,  or  disposing  of  articles  free 
of  tax. 

To  keep  accurate  records.  Including 
duplicates  of  returns,  and  accounts  of  all 
transactions.  To  keep,  in  the  case  of 
dispositions  of  products  to  other  manu¬ 
facturers  free  of  tax,  accurate  records  of 
an  such  transactions  including  certifi¬ 
cates  from  purchasers  certifying  to  the 
fact  that  the  products  are  purchased  for 
further  manufacture  of  taxable  articles, 
with  supporting  invoices,  etc.  To  main¬ 
tain  evidence  with  respect  to  sales  for 
export,  or  shipment  to  a  possession  of  the 
United  States,  and  sales  to  States  or 
poUtical  subdivisions  thereof,  upon 
which  no  tax  is  due,  and  other  tax-free 
sales,  and  evidence  required  to  support 
a  claim  for  credit  or  refund. 

Retention  period:  4  years  from  the 
date  the  tax  became  due;  with  respect  to 
tax-free  sales,  for  a  period  of  4  years 
from  the  last  day  of  the  month  following 
the  month  in  which  the  sale  was  made; 
and  with  respect  to  credits  or  refunds, 
4  years  from  the  date  any  credit  is  taken 
or  refund  is  claimed.  26  CFR  40.4063-1, 
40.4220-3;  App.  D  316.7,  316.23,  316.24, 
316.26.  316.28.  316.29,  316.61a,  316.63, 
316.72,  316.81.  316.121,  316.200,  316.202, 
316.204, 316.204a 

4.57  Penons  dealing  in,  handling, 
receiving  articles  exempt  from  man¬ 
ufacturers'  excise  tax. 

To  keep  certificates,  which  are  not 
turned  over  to  manufacttirers  of  articles, 
together  with  proper  records,  supporting 
orders,  and  invoices  with  respect  to  ex¬ 
empt  sales. 

Retention  period :  4  years  from  the  last 
day  of  the  month  following  the  month  in 
which  the  sale  was  made.  26  CFR  40.- 
4063-1,  40.4152-1,  40.4220-3;  App.  D 
316.22,  316.26,  316.27,  316.28,  316.72, 
316.204 


4.58  Manufacturers,  producers,  or  im¬ 
porters  selling  automobile  tires  ot 
tread  rubber. 

To  ipaintain  records  of  tires  sold  with 
metal  rims  or  rim  bases  attached  which 
will  establish  what  portion  of  the  finished 
product  represents  the  weight  of  the  tire 
exclusive  of  the  metal  rim  or  base;  and 
for  tax-free  sales  of  tread  rubber,  to  re¬ 
tain  exemption  certificates  and  to  keep 
records  of  invoices,  orders,  etc.,  for  in¬ 
spection  by  the  district  director. 

Retention  period:  Not  specified.  26 
CPR  40.4073-3 

4.59  Persons  liable  for  floor  stocks 
taxes  on  vebicles,  bigbway^  tires,  tread 
rubber,  or  gasoline. 

To  keep  (a)  records  of  separate  speci¬ 
fied  inventories  and  copies  of  returns  and 
other  relevant  papers  and  material,  and 

(b)  claimant’s  records  of  claim  for  re¬ 
fimd,  credit,  or  abatement. 

Retention  period:  (a)  At  least  3  years 
after  the  date  the  tax  becomes  due  or 
the  date  the  tax  is  paid,  and  (b)  at  least 
3  years  after  the  date  the  claim  is  filed. 
26  CFR  40.4226-4,  40.4226-8 

4.60  Persons  subject  to  tbe  tax  on  use 
of  certain  bi^way  motor  vebicles. 

(a)  Person  in  whose  name  vehicle  reg~ 
istered.  Every  person  in  whose  name  any 
highway  motor  vehicle  having  a  taxable 
gross  weight  in  excess  of  26,000  pounds 
is  registered  at  any  time  in  the  taxable 
year  shall  keep  certain  specified  records 
with  respect  to  each  vehicle  to  enable 
the  district  director  to  determine 
whether  such  person  is  liable  for  the  tax 
and,  if  so,  the  amount  thereof. 

(b)  Transit  systems.  Every  person 
engaged  in  the  operation  of  a  transit 
system  shall  keep  records  sufficient  to 
show,  witii  respect  to  each  taxable  year, 
whether  he  meets  the  60-percent  passen¬ 
ger  fare  revenue  test  for  the  period  pre¬ 
scribed  as  the  test  period  for  such  system 
for  such  taxable  year. 

(c)  Claimants.  Any  person  claiming 
refund,  credit,  or  abatement  of  the  tax, 
interest,  additional  amount,  addition  to 
the  tax,  or  assessable  penalty,  shall  keep 
a  complete  and  detailed  record  with 
respect  to  the  claim. 

Retention  period:  Records  required  by 
paragraphs  (a)  and  (b)  shall  be  main¬ 
tained  for  a  period  of  at  least  3  years 
after  the  date  the  tax  becomes  due  or 
the  dates  the  tax  is  paid,  whichever  is 
later.  Records  required  by  paragraph 

(c)  (including  any  record  required  by 
paragraph  (a)  or  (b)  which  relates  to 
the  claim)  shall  be  maintained  for  a 
period  of  at  least  3  years  after  ttie  date 
the  claim  is  filed.  26  Cm  41.6001-1 

4.61  Persons  required  to  collect  taxes  on 
amounts  paid  for  (a)  telegraph,  tele¬ 
phone,  cid>le,  or  radio  dispatches, 
messages,  or  conversations,  (b)  any 
leased  wire,  or  talking  circuit  special 
service,  or  wire  and  equipment  serv¬ 
ices,  etc.,  or  (c)  any  local  telephone 
services,  etc. 

To  keep  accurate  records  and  accoimts 
of  all  such  services  and  facilities  fur¬ 
nished  upon  which  the  tax  is  imposed 
and  evidence  of  the  right  to  exemption 
relative  to  any  such  services  or  facilities 
furnished  in  respect  of  which  tax  is  not 


collected.  A  complete  and  detailed  rec¬ 
ord  of  idl  cr^ts  taken  and  a  duplicate 
of  the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due;  with  respect  to  evi¬ 
dence  of  the  right  to  exemption.  4  years 
from  the  date  the  tax  would  have  be¬ 
come  due  if  applicable;  and,  with  respect 
to  credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  42.4253-7;  App.  D  130.47,  130.71, 
130.77 

4.62  Persons  engaged  in  the  business  of 
transporting  property  for  hire. 

To  keep  accurate  records  to  show  with 
respect  to  each  individual  transaction 
the  amount  of  tax  collected  or  evidence 
of  the  right  to  exemption  where  tax  is 
not  collected.  A  complete  and  detailed 
record  of  all  credits  taken  and  a  dupli¬ 
cate  of  the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due.  and,  with  respect  to 
credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  42.4271-4273;  App.  D  143.33,  143.34, 
143.51, 143.60 

4.63  Perscms  who  ship  or  pay  fw  trans¬ 
portation  of  shipments  to  points  of 
export. 

To  retain  triplicates  of  Export  Exemp¬ 
tion  Certificates  with  shipping  papers, 
and  documentary  evidence  of  the  expor¬ 
tation  of  property,  such  as  a  copy  of 
export  bill  of  lading,  memorandum  from 
the  captain  of  the  vessel,  customs  official, 
or  foreign  constenee.  shipper's  export 
declaration,  or  other  evidence  sufficient 
to  establish  the  fact  that  the  prop^iy 
has  actually  been  exported.  _ 

Retention  period:  4  years.  26  CFR 
42.4271-4273;  App.  D  143^33,  143.34 

4.64  Carriers  of  petroleum  by  pipe  line. 

To  keep  accurate  records  and  accounts 
showing  (a)  the  daily  volume  of  com¬ 
modities  accepted  for  transportation; 
(b)  daily  run  records  of  the  amount 
taken  into  the  pipe  lines  and  the  amount 
delivered  from  such  lines;  (c)  deduc¬ 
tions  from  acceptances  or  allowances  for 
evaporation,  basic  sediment,  water,  etc.; 
and  (d)  the  charge  per  band,  and  the 
total  charge  for  each  movement.  A  com¬ 
plete  and  detailed  record  of  all  credits 
taken  and  a  duplicate  of  the  return  shall 
also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due.  and.  with  respect  to 
credits.  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  42.4281-42.4283-1;  App.  D  130.71, 
130.77 

4.65  Persons  required  to  collect  taxes 
on  amount  paid  for  tbe  transporta¬ 
tion  of  persons  and  seating  or  sleep¬ 
ing  accommodations  in  connection 
tberewitb. 

To  keep  accurate  records  to  show  with 
respect  to  each  ticket  or  order  sold  or 
fare  collected,  or  other  individual  trans¬ 
action.  the  amount  of  tax  collected  or 
evidence  of  the  right  to  exemption  where 
tax  is  not  collected.  A  complete  and 
detailed  record  of  all  credits  taken  and 
a  duplicate  of  the  return  shall  also  be 
kept. 

Retention  period:  (a)  Except  as  pro¬ 
vided  in  paragraph  (b)  below,  4  years 
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fr(xn  the  dote  tfae  Ux  it  due;  wltb  respeot 
to  evidenoe  of  the  to  eKenu)tk)n.  4 
yean  from  the  date  the  tax  would  faii^ 
become  due  If  payable:  and.  with  respect 
to  credite,  4  yean  from  the  date  of  the 
return  on  which  the  credit  appears. 

(b)  On  or  after  October  1,  1956,  ear- 
ilen  fumishlnx  transportation  or  fa^* 
ties  paid  by  a  State,  a  Territcuy  of  the 
United  States,  or  any  political  subdhri- 
sion  thereof,  or  the  Otetrict  of  Columbia, 
shall  retain  all  exemption  certificates 
accepted,  with  the  record  of  services  and 
facilities  rendered  for  a  period  of  at  least 
3  yean  from  the  date  the  tax  would  have 
become  due  if  pasrable.  26  CFR  42.4292- 
1(b),  49.4261-6(0) ;  App.  D  1S0A4. 
130.62, 130.71, 130.77 

4.66  Pert  an*  required  to  pay  excite  tax 
on  wagerinf. 

(a)  General.  To  keep  records  as  win 
dearly  diow  as  to  each  day’s  operation: 

(a)  Gross  amount  of  all  wagen  accepted; 

(b)  gross  amount  of  each  class  or  type  of 
wager  accepted  on  each  separate  event, 
contest,  or  other  wagering  medium;  (c) 
separately,  the  gross  amount  of  wagen: 

(1)  accepted  directly  by  the  taxpayer  oar 
at  any  registered  place  of  business  of  the 
taxpayer  (other  than  laid-off  wagen), 

(2)  accepted  for  his  account  by  agents  at 
other  than  a  registered  place  of  business 
of  the  taxpayer  (other  than  laid-off  wa¬ 
gen),  (3)  accepted  as  laid-off  wagen 
from  persons  subject  to  the  excise  tax; 
(d)  with  respect  to  wagen  laid-off  with 
others:  (1)  The  name,  address  and  regis¬ 
tration  number  of  each  person  with 
whom  placed.  (2)  the  gross  amount  laid- 
off  with  each  person  showing  separatehr 
the  gross  amounts  of  laid-off  wagen  with 
respect  to  each  contest,  event,  or  other 
wagering  medium;  and  (e)  the  gross 
amount  of  tax  collected  from  or  charged 
to  betton  as  a  separate  item.  To  keep, 
in  the  case  of  the  taxpayer’s  enu>loyees 
or  agents  receiving  wagen  on  his  behalf, 
separate  records  showing  the  name,  ad¬ 
dress,  the  period  of  employment  of.  and 
number  of  the  special  tax  stamp  issued 
to,  such  employee  or  agent.  To  also 
keep  duplicates  of  returns  and  a  com¬ 
plete  and  detailed  record  of  each  over¬ 
payment 

(b)  Records  of  agent  or  employee. 
Every  person  who  is  engaged  in  receiv¬ 
ing  for  or  on  behalf  of  another  person 
(at  any  place  other  than  a  registered 
place  of  business  of  such  other  person) 
wagen  of  a  type  subject  to  tax  shall 
keep  a  record  showing  for  each  day  (1) 
the  gross  amount  of  such  wagers  re¬ 
ceived  by  him.  (2)  the  amount,  if  any, 
retained  as  a  commission  or  as  compen¬ 
sation  for  receiving  such  wagen,  and 

(3)  the  amount  turned  over  to  the  per¬ 
son  on  whose  behalf  the  wagers  were 
received,  and  the  name  and  address  of 
such  person. 

(c)  Records  of  claimants.  Any  per¬ 
son  claiming  a  credit  or  r^und  shall 
keep  a  cmnplete  and  detailed  record  of 
each  overpasrment  and  of  each  laid-off 
wager  for  which  credit  is  taken  or  re¬ 
fund  is  claimed,  including  a  copy  of 
the  required  certificate. 

(d)  Place  for  keeping  records.  Every 
person  required  to  pay  the  tax  on  wager¬ 
ing  shall  keep  or  cause  to  be  kept,  at 


ids  (dfice  or  principal  place  of  business, 
or,  if  he  has  no  office  or  principal  place 
of  business,  at  his  residence  or  some 
other  convenient  or  safe  location,  all 
such  records  as  are  required  pursuant  to 
paragraphs  (a)  and  (c). 

Retention  period:  AXL  records  required 
by  the  regulations  in  this  part  ^lall  at 
an  times  be  availabte  for  inspection  ^ 
internal  revenue  officers.  Records  re¬ 
quired  by  S  44.4409-1  and  by  paragraph 
(a)  of  this  section  shaU  be  maintained 
for  a  period  of  at  least  3  years  from  the 
date  the  tax  became  due.  Records  re¬ 
quired  by  paragraph  (b)  of  this  section 
Shan  be  maintained  for  a  period  of  at 
least  3  years  from  the  date  the  wager 
was  received.  Records  required  by  par- 
agriq;}h  (c)  of  this  section  shaU  be  main¬ 
tained  for  a  period  of  at  least  3  years 
from  the  date  any  credit  is  taken  or 
refund  is  claimed.  26  CFR  44.4403-1, 

44.6001- 1 

4.67  Pers<Mis  removing  playing  eards 
from  the  plaee  of  manufaetore  for 
export  to  a  foreign  country. 

(a)  Return  of  shipment  to  factory. 
In  case  a  consignee,  for  whom  a  manu¬ 
facturer  removes  plasdng  cards  from  his 
place  of  manufacture  in  accordance  with 
a  written  order  or  contract  of  sale  for 
export,  modifies  or  cancels  his  written 
order  or  contract  of  sale  for  export,  the 
manufacturer  may  return  the  shipment 
of  such  playing  cards  to  his  place  of 
manufacture  provided  he  maintains  ade¬ 
quate  records  relating  to  such  return. 

(b)  Proof  of  delivery  to  a  foreign- 
trade  zone.  A  manufacturer  of  playing 
cards  who  removes  such  pla3^g  cards 
from  the  place  of  manufacture  for  de¬ 
livery  to  a  foreign-trade  zone  without 
affixing  stamps  thereto  shall  maintain 
adequate  reccurds  of  all  such  removals 
and  shall  keep  sufficient  written  proof 
of  such  removals  and  deliveries  as  may 
be  necessary  to  substantiate  actual  de¬ 
livery  of  the  playing  cards  to  the  foreign- 
trade  zone.  Such  records  shall  be  re¬ 
tained  by  the  manufacturer  and  made 
available  for  inspection  by  any  revenue 
officer  upon  his  request. 

Retention  period:  3  years  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
26  CFR  45.4453-1,  45.4453-2  (retention: 

45.6001- 1) 

4.68  Maanfactoren  of  white  phos¬ 
phorus  matches. 

(a)  General.  Every  manufacturer  is 
required  to  keep  a  daily  record  showing 
the  total  of  each  material  used  each  day 
and  the  total  number  of  matches  pro¬ 
duced  and  the  number  of  stamped  pack¬ 
ages  and  original  padcages  in  which 
packed;  also  the  total  number  of  stamped 
packages  and  original  packages,  t^ether 
with  the  total  number  of  matches,  dis¬ 
posed  of  each  day. 

(b)  Names  of  customers.  The  names 
of  customers  to  whom  matches  are  con¬ 
signed  and  the  quantities  so  sold  will  not 
be  entered  in  the  manufacturers’  daily 
record  and  quarterly  returns,  but  the 
manufacturer  shall,  upon  request  of' any 
internal  revenue  officer,  furnish  a  record 
of  all  sales  for  such  period  as  may  be 
desired. 


Retention  period:  3  years  after  the 
due  date  of  such  tax  for  the  return  pe. 
riod  to  which  the  records  relate,  or  the 
date  such  tax  is  paid,  whichever  is  the 
later.  25  CFR  45.4804-10  (retention* 

45.6001-1) 

4.69  Persons  making  contracts  of  sale 
of  coCt<m  for  fntnre  delivery,  and 
petMHis  wbo  act  in  the  capacity  of  a 
clearing  house  or  association  for  such 
transactions. 

(a)  All  persons  who  make  contracts  of 

sale  of  cotton  for  future  delivery  at,  on 
or, in  any  exchange,  board  of  trade,  or 
similar  institution  or  place  of  business, 
whether  said  contracts  shall  be  cleared 
and  adjusted  through  a  clearing  associa¬ 
tion,  or  direct  between  seller  and  buyer, 
or  otherwise,  shall  keep  a  record  (in 
accordance  with  forms  prescribed  in 
5  45.4872-3  of  the  regulations)  there¬ 
of  showing:  (1)  name  and  address  of 
contracting  person  keeping  record;  (2) 
name  and  address  of  other  party  to  con¬ 
tract;  (3)  date  contract  was  made;  (4) 
quantify  of  cotton  inv^ved.  in  bales  or 
poimds;  (5)  time  specified  in  contract  for 
delivery;  (6)  whether  transaction  is  a 
purchase  or  a  sale;  (7)  whether  the  con¬ 
tract  is  a  contra^  subject  to  section 
4863,  4864,  or  4865  of  the  Internal  Reve¬ 
nue  Code,  and  the  basis  grade;  (8) 
grade,  type,  sample,  or  description  of 
cotton,  if  not  basis  grade;  (9)  specified 
price  per  pound;  (10)  date  of  delivery  or 
settlement;  (11)  method  of  actual  fulfill¬ 
ment  or  settlement;  and  (12)  amount  of 
tax  paid  (or.  if  exempt,  so  state). 

(b)  All  persons  who  act  in  the  capacity 
of  a  clearinghouse  or  clearing  associa¬ 
tion  for  the  purpose  of  clearing,  settling, 
or  adjusting  transactions  mentioned  in 
section  4851(a)  of  the  Internal  Revenue 
Code  shall  keep  a  record  (see  forms 
prescribed  in  §  45.4872-3  of  the  regu¬ 
lations)  thereof  showing:  (1)  name 
and  address  of  clearhighouse  or  clearing 
association  keeping  record;  (2)  name 
and  address  of  person  for  whom  contract 
is  cleared;  (3)  date  contract  was  made; 

(4)  quantity  of  cotton  involved,  in  bales 
or  pounds;  (5)  time  specified  in  contract 
for  delivery;  (6)  whether  transaction  is 
a  purchase  or  a  sale;  (7)  whether  the 
contract  is  a  contract  subject  to  section 
4863,  4864,  or  4865  of  the  Internal  Reve¬ 
nue  Code,  and  the  basis  grade;  (8) 
grade,  tyi^,  sample,  or  description  of 
cotton,  if  not  basis  contract;  (9)  speci¬ 
fied  price  per  pound;  (10)  date  of  de¬ 
livery  or  settlement;  and  (11)  method  of 
actual  fulfillment  or  settlement. 

(c)  Records  to  he  kept  in  separate 
books  and  open  for  inspection.  All  rec¬ 
ords  required  by  the  regulations  in  this 
subpart  must  be  in  writing  and  shall  be 
kept  in  separate  books,  and  not  mixed 
with  records  of  other  accounts  or  trans¬ 
actions,  and  shall  be  open  to  inspection, 
when  demand  is  made  therefor  by  officers 
and  agents  of  the  Internal  Revenue 
Service.  Agents  duly  appointed  shall 
have  authority  to  examine  the  books  and 
records  kept  in  pursuance  to  §5  45.4872-1 
to  45.4872-3,  inclusive,  and  may  require 
the  production  of  any  other  books, 
papers,  records,  or  statements  of  account 
necessary  to  determine  any  liability  to 
the  tax  imposed  by  section  4851  of  the 
Internal  Revenue  Code. 
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Retention  period:  Not  less  than 
3  years.  26  CPR  45.4872-1.  45.4872-2 
(retention:  45.4872—4) 

4.70  Pardet  to  transfers  of  any  interest 
in  silver  bnllitm. 

Each  party  to  every  transfer  of  an  in¬ 
terest  in  silver  bullion  within  the  scope 
of  section  4891  of  the  Internal  Revenue 
Code  shall  keep  an  accurate  and  com¬ 
plete  record  of  every  such  transfer 
whether  taxable  or  not.  The  record  of  a 
transferee  shall  be  so  kept  that  on  a  sub¬ 
sequent  transfer  the  actual  cost  to  him 
of  the  particular  interest  transferred  can 
be  determined.  The  books  of  every  per¬ 
son  liable  to  the  tax  shall  be  open  for 
inspection  by  Government  and  internal 
revenue  officers  at  all  times. 

Retention  period:  3  years  from  the 
date  the  tax  became  due.  26  CFR 
45.4894-2.  45.4895-8 

4.71  Persons  subject  to  certain  miscel* 
laneous  stamp  taxes. 

(a)  Gejierdt.  The  records  required  by 
Part  45  of  the  regulations  shall  be  kept 
accurately,  but  no  particular  form  is 
required  for  keeping  such  records. 
See,  however,  the  requirements  in 
$45.4804-10,  relating  to  form  for  daily 
record  in  the  case  of  manufacturers 
of  white  phosphorus  matches,  and 
$$45.4872-1  to  45.4872-4,  inclusive,  re¬ 
lating  to  records  regarding  sales  of  cotton 
for  future  delivery.  Such  forms  and  sys¬ 
tems  of  accounting  shall  be  used  as  will 
enable  the  district  director  to  ascertain 
whether  liability  for  tax  is  incmred  and, 
if  so.  the  amount  thereof. 

(b)  Copies  of  returns,  schedules,  and 
statements.  Every  person  who  is  re¬ 
quired,  by  the  regulations  in  this  part  or 
by  instructions  applicable  to  any  form 
prescribed  thereunder,  to  keep  any  copy 
of  any  return,  schedule,  statement,  or 
other  document,  shall  keep  such  copy  as 
a  part  of  his  records. 

(c)  Records  of  claimants.  Any  person 
who,  pursuant  to  the  regulations  in  this 
part,  claims  a  refund,  credit,  or  abate¬ 
ment,  shall  keep  a  complete  and  detailed 
record  with  respect  to  the  tax.  Interest, 
addition  to  the  tax,  additional  amount, 
or  assessable  penalty  to  which  the  claim 
relates.  Such  record  shall  include  any 
records  required  of  the  claimant  by 
paragraph  (b)  and  by  |§  45.6001-2  to 
45.6001-5,  inclusive,  which  relate  to  the 
claim. 

(d)  Place  for  retention  of  records.  All 
records  required  by  the  regidations  An 
this  part  shall  be  maintained,  by  the 
person  required  to  keep  them,  at  one  or 
more  convenient  and  safe  locations  ac¬ 
cessible  to  internal  revenue  officers,  and 
shall  at  all  times  be  available  for  inspec¬ 
tion  by  such  officers. 

(e)  Microfilm  reproduction.  General 
^ks  of  account,  such  as  cash  books, 
journals,  voucher  registers,  ledgers,  etc., 
^aU  be  maintained  and  preserved  in 
their  original  form.  However,  microfilm 
^productions  of  supporting  records  of 
details,  such  as  invoices,  vouchers,  pro¬ 
duction  reports,  sales  records,  cer- 
t^cates,  proofs  of  exportation,  etc.,  may 
be  kept  in  lieu  of  the  original  records 
provided  the  person  required  to  keep 

I  such  records  retains  such  microfilmed 
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copies  for  the  required  period,  provides 
adequate  facilities  for  the  preservation  of 
such  films  and  for  the  ready  Inspection 
and  location  thereof,  including  a  pro¬ 
jector  for  viewing  such  records  in  the 
event  inspection  is  necessary  for  tax  pur¬ 
poses,  and  makes  any  transcription 
which  may  be  required  of  the  informa¬ 
tion  contained  on  the  microfilm. 

Retention  period:  3  years  after  the  due 
date  of  such  tax  for  the  return  period  to 
which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
The  records  of  claimants  required  by 
paragraph  (c)  shall  be  retained  for  a 
period  of  at  least  3  years  after  the  date 
the  clahn  is  filed.  26  CFR  45.6001-1 

4.72  Manufacturers  of  adulterated  but¬ 
ter,  process  or  renovated  butter,  or 
filled  cbeese. 

(a)  General.  A  manufacturer  shall 
keep  at  his  place  of  business  separate 
records  of  adulterated  butter,  of  process 
or  renovated  butter,  and  of  filled  cheese. 
If  the  record  is  kept  as  hereinafter  pre¬ 
scribed  in  the  manufacturer’s  own  books 
or  in  other  convenient  form  no  other 
record  will  be  necessary.  Care  should  be 
taken  to  exclude  from  the  record  any 
product  other  than  adulterated  butter, 
process  or  renovated  butter,  filled  cheese, 
and  the  materials  or  ingredients  used  in 
the  manufacture  of  each  product. 

Entry  shall  be  made  not  later  than  the 
day  following  that  on  which  each  trans¬ 
action  occurred.  Quantities  reported 
shall  be  as  indicated  by  the  tax-paid 
stamps  affixed  to  the  packages,  except 
that  where  the  product  is  withdrawn 
free  of  tax  for  export,  or  where  the  prod¬ 
uct  is  returned  to  the  factory,  the  actual 
quantity  will  be  recorded.  A  fraction  of 
a  pound  shall  be  accounted  as  a  poimd. 

(b)  Item.  The  record  must  show: 

(1)  The  niunber  of  pounds  of  each 
material  or  ingredient  used  in  the  pro¬ 
duction  of  adulterated  butter,  process  or 
renovated  butter,  or  filled  cheese,  and 
the  niunber  of  such  materials  used  for 
other  purposes. 

(2)  The  number  of  pounds  of  each 
product  produced. 

(3)  The  number  of  pounds  in  each  lot 
disposed  of,  the  name  of  the  consignee, 
the  address  to  which  delivered,  and  the 
date  of  shipment. 

(4)  The  number  of  pounds  in  each  lot 
returned  to  the  factory,  the  name  of  the 
person  by  whom  returned,  the  address 
from  which  returned,  and  the  date  of 
receipt. 

(5)  The  number  of  pounds  reworked, 
disposed  of  as  grease,  dumped,  or  other¬ 
wise  destroyed. 

(6)  The  total  value  of  tax  stamps  pur¬ 
chased  and  used. 

(c)  Transactions.  The  following  rules 
will  apply: 

(1)  Samples.  Sample  packages  of  tax- 
paid  adulterated  butter,  process  or  ren¬ 
ovated  butter  or  filled  cheese  dis¬ 
tributed  gratuitously  shall  be  recorded  in 
the  same  manner  as  if  the  packages  were 
sold. 

(2)  Transfers  to  self.  Where  adulter¬ 
ated  butter,  process  or  renovated  butter, 
or  filled  cheese  is  transferred  by  a  manu¬ 
facturer  to  himself  as  a  wholesale  or 
retail  dealer,  the  transaction  shall  be 
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recorded  in  the  same  manner  as  a  trans¬ 
fer  to  another  person. 

(3)  Saiea  to  chain  stores.  Where 
adulterated  butter,  process  or  renovated 
butter,  or  filled  cheese  is  shipped  to  one 
person  doing  business  at  different  places, 
as  in  the  case  of  chain  stores,  the  de¬ 
liveries  to  each  address  shall  be  recorded 
separately. 

•  (4)  Drop  shipment.  Where  a  manu¬ 
facturer  receives  an  order  from  one  per¬ 
son  to  ship  adulterated  butter,  process  or 
renovated  butter,  or  filled  cheese  to  an¬ 
other,  the  transaction  shall  be  recorded 
in  tiie  name  and  address  of  the  con¬ 
signee,  followed  by  “acc’t.  of”  and  the 
name  and  address  of  the  person  for 
whose  account  the  shipment  was  made. 
A  manufacturer  shall  not  record  con¬ 
signments  on  orders  in  the  names  of 
agents,  solicitors,  or  other  persons  trans¬ 
mitting  an  order  for  another  party. 

Retention  period:  3  years  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
The  records  of  claimants  required  by 
paragraph  (c)  of  9  45.6001-1  of  the  reg¬ 
ulations  shall  be  retained  for  a  period 
of  at  least  3  years  after  the  date  the 
claim  is  filed.  26  CFR  45.6001-2  (re¬ 
tention:  45.6001-1) 

4.73  Wholesale  dealers  in  adulterated 
butter. 

(a)  General.  A  wholesale  dealer  shall 
keep  at  his  place  of  business  records  of 
transactions  in  adulterated  butter.  If 
the  record  is  kept  as  hereinafter  pre¬ 
scribed  in  the  dealer’s  own  books  or  in 
other  convenient  form  no  other  record 
will  be  necessary.  Care  should  be  taken 
to  exclude  from  the  record  any  product 
other  than  tax-paid  and  branded  adul¬ 
terated  butter. 

Entry  shall  be  made  not  later  than  the 
day  following  that  on  which  the  trans¬ 
action  occurred.  Quantities  reported 
shall  be  as  indicated  by  the  tax-paid 
stamp  affixed  to  the  packages,  except 
that  where  goods  are  returned  to  or  by 
the  wholesaler  the  actual  quantity  shall 
be  recorded.  A  fraction  of  a  pound  shall 
be  accounted  as  a  pound. 

(b)  Items.  The  record  must  show: 

(1)  The  number  of  pounds  in  each 
consignment  of  adulterated  butter  re¬ 
ceived.  the  name  and  address  of  the  con¬ 
signor,  and  the  date  of  receipt. 

(2)  The  niunber  of  pounds  in  each  lot 
disposed  of,  the  name  of  the  consignee, 
the  address  to  which  delivered,  and  the 
date  of  shipment. 

(c)  Transactions.  The  following  rules 
will  apply: 

(1)  Samples.  Sample  packages  of 
tax-paid  adulterated  butter  received 
and  disposed  of  gratuitously  shall  be  re¬ 
corded  in  the  same  manner  as  adulter¬ 
ated  butter  which  is  purchased  and  sold. 

(2)  Transfers  to  self.  Where  adul¬ 
terated  butter  is  transferred  by  a  whole¬ 
sale  dealer  to  himself  as  a  retail  dealer, 
the  transaction  shall  be  recorded  in  the 
same  manner  as  a  sale  to  another  person. 

(3)  Sales  to  chain  stores.  Where  adul¬ 
terated  bufter  is  shipped  to  one  person 
doing  business  at  different  places,  as  in 
the  case  of  chain  stores,  the  deliveries 
to  each  address  shall  be  recorded 
separately. 
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RUL^  AND  REGULATIONS 


(4)  Drop  MpmeaU.  A  Mtbdkeaale 
dealer  shall  not  xeMCd  the  xeeeipt  at 
adidterated  Initter  ■Akli  lie  orders  de* 
Ihrereddlreetteotblidper^.  Thedeal- 
er^  eomaette  sdtii  tlie  transaction  shall 
be  sbowB  bf  tlie  mamrfaoturer  as  pxo> 
▼ided  In  paragraph  (e>  at  I  45.60G1-2. 
Where  a  wholesale  dealer  receives  an 
order  frcxn  one  person  to  ship  adulter¬ 
ated  butter  to  another,  the  transaction 
shall  be  sscerded  tn  the  name  axxl  ad¬ 
dress  of  the  eonslgnee  followed  bf  “acc’t. 
at"  and  the  name  and  address  of  the 
person  giving  the  order.  A  wholesale 
dealer  shall  not  record  coralgnments  in 
the  names  of  agents,  soUpitm^,  or  other 
persons  transmitting  orders  for  other 
parties. 

(5)  Returned  goods.  Where  adulter¬ 
ated  butter  is  returned  by  a  customer  to 
a  wholesale  dealer  the  transactkm  dhall 
be  reocmled  separately  fnmi  other  re¬ 
ceipts.  The  s^e  of  repossessed  goods 
idiall  be  recorded  with  oth^  disposals. 
Adulterated  butter  returned  by  a  whole¬ 
sale  dealer  to  the  manufacturer  or  other 
vdiolesale  dealer  from  whom  received 
shall  be  recorded  separately  from  other 
disposals  (see  paragraph  (c)  (6)  of 
f  45.4821-^  as  to  resales. 

Retention  period:  3  years  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  relate,  or  ttie  date 
such  tax  is  paid  whichever  is  the  later. 
The  records  of  claimants  required  by 
paragraph  (c)  of  section  45.6001-1  of  the 
regulations  shall  be  retained  for  a  period 
of  at  least  3  years  after  the  date  the 
claim  is  filed.  26  CFR  45.6001-3  (reten¬ 
tion:  45.6001-1) 

4.74  Whale—ic  dealecs  im  filled  ^eeae. 

Every  wholesale  dealer  in  filled  cheese 
shall  keep  at  his  place  of  business  a  daily 
record  of  (a)  the  number  of  pounds  in 
each  consignment  of  filled  cheese  re¬ 
ceived  by  him,  giving  the  name  and  ad¬ 
dress  of  the  consignor  and  date  of  re- 
celpt»  and  (b)  the  number  of  pounds  cd 
filled  cheese  disposed  of  in  each  instance, 
name  of  person  to  whom  shipped  or  de¬ 
livered.  date  of  shipment  or  delivery,  and 
address  to  which  sent. 

Retention  period:  3  yearn  after  the  due 
date  of  such  tax  for  the  return  period 
to  which  the  records  rdate.  or  the  date 
such  tax  is  paid,  whichever  is  the  later. 
The  records  of  claimants  required  by 
paragraph  (c)  of  section  45.6001-1  of  the 
regulations  shaU  be  retained  for  a  period 
of  at  least  3  years  after  the  date  the 
claim  is  filed.  26  CFR  45.6001-4  (reten¬ 
tion:  45.6001-1) 

4.75  Persons  liable  for  the  excise  tax 
on  manufactured  sugar  or  on  the  first 
domestic  processing  of  coconut  and 
palm  oiL  [Amended] 

(a)  General. — (1)  Form  of  records. 
Records  shall  be  kept  accurately,  but  no 
particular  form  is  required.  Such  forms 
and  systems  of  accounting  shall  be  used 
as  will  enable  the  District  Director  of 
Internal  Revenue  to  ascertain  whether 
liability  for  tax  is  incurred  and,  if  so, 
the  amount  thereof. 

(2)  Copies  of  returns,  schedules,  and 
statements.  Every  person  who  is  re¬ 
quired  to  keep  any  copy  of  any  return. 


schedule,  statement,  or  other  document, 
shall  ke^  such  copy  as  a  part  of  his 
recMds. 

<3)  Records  of  Claimants.  Any  par¬ 
son  whoclaims  a  refund,  credit,  or  abate¬ 
ment.  shall  keo)  a  complete  and  detailed 
record  with  req^eet  to  the  tax.  interest, 
addition  to  the  tax,  additional  amount, 
or  assessaUe  penally  to  which  the  claim 
relates.  Siich  record  shall  include  any 
record  required  ol  the  claimant  by  para¬ 
graph  (a)  (2) .  and  by  paragraphs  (b)  and 
(c)  b^ow.  which  relate  to  the  claim. 

(4)  Place  for  keeping  records.  All 
reccuds  required  shall  be  kept,  by  the 
perscxi  required  to  keep  them,  at  one 
or  more  convenient  and  safe  locations 
accessible  to  internal  revenue  officers, 
and  shall  at  all  times  be  available  for 
inspection  by  such  officers. 

(5)  Microfilm  reproductions.  General 
books  of  account,  such  as  cash  boc^, 
Joumsds,  voucher  registers,  ledgers,  etc., 
shall  be  maintained  and  preserved  in 
their  original  form.  However,  micro¬ 
film  reproductions  of  supporting  records 
of  details,  such  as  invoices,  vouchers, 
production  reports,  sales  records,  cer¬ 
tificates.  pro(^  of  exportation,  etc.,  may 
be  kept  in  lieu  of  the  original  records 
provided  the  pason  required  to  keep 
such  records  (i)  retains  such  micro¬ 
filmed  copies  for  the  specified  retention 
period.  (U)  provides  adequate  facilities 
for  the  preservation  of  such  films  and  for 
the  ready  inspection  and  location 
thereof,  including  a  projector  for  view¬ 
ing  such  records  in  the  event  inspection 

necessary  for  tax  purposes,  and  (iii) 
makes  any  transoiption  which  may  be 
required  of  the  information  contained  on 
the  microfilm. 

(b)  Manufactured  sugar — (1)  Manu¬ 
facturing  records.  Every  person  who 
manufactured  sugar  shall  keep  an  ac¬ 
curate  montl^  record  of  the  manufac¬ 
turing  done  by  him. 

(2)  Content  of  records.  Such  records 
shall  show: 

(i)  The  quantity  of  manufactured 
sugar  and  other  sugar  on  hand  at  the 
beginning  of  the  month; 

(ii)  The  quantity  received  during  the 
month; 

(iii)  The  quantity  of  manufactured 
sugar  produced  during  the  mcmth; 

(iv)  The  quantity  sold  during  the 
month; 

(V)  The  quantity  of  manufactured 
sugar  used  during  the  month  in  the  pro¬ 
duction  of  other  articles  for  sale;  and 

(vi)  The  quantity  of  manufactured 
sugar  and  other  sugar  on  hand  at  the 
end  of  the  month. 

For  periods  prior  to  August  31,  1963, 
the  records  shall  show  the  polariscopic 
test  or  total  sugars  of  each  grade  and 
type  of  sugar  and  manufactmed  sugar. 

For  periods  after  August  30,  1963,  the 
records  shall  show  the  total  sugars  of 
each  grade  and  type  of  sugar  and  manu¬ 
factured  sugar. 

(c)  Coconut  and  palm  oil — (1)  Proc¬ 
essing  records.  Every  processor  shall 
maintain  records  and  accounts  with  re¬ 
spect  to  the  first  domestic  processing  of 
the  oil  or  oils  showing: 

(i)  The  quantity  of  (a)  all  raw  mate¬ 
rials  from  which  oils  are  produced,  (b) 


all  crude  or  virgin  oils,  and  <c)  all  oils 
which  wjere  imported  and  upon  which 
preliminary  processing  had  been  done 
prior  to  importation. 

'  (ti)  Daily  records  of  the  quantity  of 
oils  put  into  process,  showing  the  purpose 
for  which  .used  and  the  iwoducts  pro¬ 
duced  therefrom. 

(iiD  The  quantUy  of  oils  put  into 
process  under  bond  for  export. 

<2)  Source  records.  Records  relative 
to  cocmuit  oil  or  to  any  combination  or 
mixture  containing  a  substantial  quan- 
tUy  of  coccmut  oil.  with  respect  to  which 
oil  no  taiThas  been  paid,  must  be  main¬ 
tained  in  such  a  maimer  as  to  show: 

(i)  Separately,  the  quantity  of  coco¬ 
nut  oil.  or  combination  or  mixture  con¬ 
taining  a  substsmtial  quantity  of  coconut 
oil,  which  is  wh(^  the  production  of 
(a)  The  Philippine  Islands,  (b)  Guam, 
(c)  American  Samoa,  (d)  All  possessions 
of  the  United  States,  and  (e)  The  Trust 
Territory  of  the  Pacific  Islands,  and 

(ii)  Separately,  the  quantity  of  coco¬ 
nut  oil,  or  comblnati(m  or  mixture  con¬ 
taining  a  substantial  quantity  of  coconut 
oil,  produced  wholly  from  materials 
which  are  the  growth  or  production  of 
(a)  The  Philippine  Islands,  (b)  Guam, 
(c)  American  SamcflL  (d)  All  possessicms 
of  the  United  States,  and  (e)  The  Trust 
Territory  of  the  Pacific  Islands. 

The  records  shall  also  show  the  coun¬ 
try  or  possession  in  which  the  raw  mate¬ 
rials  or  oils  were  produced,  when  such 
articles  were  brought  into  the  United 
States,  and  the  name  and  address  of  the 
importer. 

Retention  period:  3  years  after  the 
due  date  of  such  tax  for  the  return 
period  to  which  the  records  relate,  or  the 
date  such  tax  is  paid,  whichever  is  the 
later.  The  records  of  claimants  required 
by  paragraph  (a)  (3)  shall  be  maintained 
for  a  period  of  at  least  3  years  after  the 
date  the  claim  is  filed.  26  CFR  46.6001- 
1,  46.6001-2,  46.6001-3  (retention: 

46.6001-1) 

4.76  Memben  of  a  securities  exchange 
records  with  respect  to  the  payment 
of  docninentary  stamp  tax  through 
national  securities  ext^anges  without 
dte  use  of  stamps  on  U’ansactions  io 
stock  or  certificates  of  indebtedness. 

(a)  Daily  records  to  be  kept  by  mem¬ 

bers.  Members  shall  maintain  complete 
and  adequate  daily  records,  such  as  a 
blotter  or  similar  book  of  original  entry, 
of  all  such  transactions  in  stock  or  cer¬ 
tificates  of  indebtedness,  whether  the 
transaction  is  taxable  or  not.  In  the 
case  of  taxable  transactions,  the  daily 
record  shall  show  the  amount  of  tax 
payable  in  respect  of  each  transaction. 
In  the  case  of  nontaxable  transactions, 
the  daily  record  shall  disclose  the  basis 
on  which  the  exemption  from  the  tax  is 
claimed.  ' 

(b)  Records  to  be  kept  by  exchange. 
The  daily  reports  received  from  its  mem¬ 
bers  shall  be  kept  in  permanent  form  by 
the  exchange  or  clearinghouse. 

Retention  period:  At  least  3  years 
from  the  date  any  part  of  the  tax  is 
paid  on  the  transaction  and  must  be 
available  for  ready  inspection  by  internal 
revenue  officers.  26  CFR  47.4353-1 
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4.77  Broken,  dealers,  etc.  records -of 
sales  and  transfers  of  slock. 

(&)  AU  persons  who  are  wholly  or 
paiih^  engaged  in  the  business  of  buying, 
selling,  or  transferring  stock,  either  at 
public  or  private  sale,  whether  or  not 
they  are  members  of  an  exchange,  in¬ 
cluding  persons  engaged  in  transactions 
known  as  “matched,"  “on-order,"  “pass- 
outs,"  or  “give-ups,"  or  transactions 
which  settled  directly  between  the 
seller  and  buyer  or  which  are  cleared  or 
adjust^  through  a  clearinghouse  or 
otherwise,  or  persons  (other  than  those 
described  in  paragraph  (b)  below)  en¬ 
gaged  in  accepting  and  procuring  the 
transmission  of  orders  for  purchase  or 
sale  of  shares  of  stock  shall  keep  a  record 
as  to  each  transaction. 

(b)  Correspondent  brokers.  Persons 
engaged  in  accepting  and  procuring  the 
transmission  of  orders  for  the  purchase 
or  sale  of  stock,  to  be  executed  at  a 
brokerage  office  or  at  an  exchange,  board 
of  trade,  or  similar  place,  shall  keep  a 
record  as  to  each  transaction. 

(c)  Floor  brokers,  etc.  Brokers  known 
as  strictly  “floor  brokers,”  “two-doUar 
men,"  or  “room  traders,"  whether  their 
transactions  are  settled  directly  between 
seller  and  buyer,  by  “matched,"  “on- 
order,"  “pass-out,"  “scratch  sale,"  or 
‘‘give-up,"  or  by  any  other  kind  of  sale 
(X  purchase,  or  whether  their  transac¬ 
tions  are  cleared  through  a  clearinghouse 
or  otherwise,  shall,  in  lieu  of  the  record 
prescribed  in  paragraph  (a)  of  this  sec¬ 
tion,  keep  a  record  as  to  each  transaction. 

(d)  General.  Persons  keeping  records 
as  prescribed  in  this  section  may  incor¬ 
porate  therein  additional  information  for 
their  own  use,  which  ^ould  be  entered, 
however,  so  as  not  to  interfere  with  the 
recording  of  the  information  required. 
These  records  must  be  kept  in  permanent 
form  and  must  be  available  for  ready 
inspection  by  intmmal  revenue  officers. 

Retention  period:  3  years  from  the 
date  any  part  of  the  tax  is  paid  on  the 
transaction.  26  CFR  47.6001-1 

4.78  Brokers,  dealers,  etc.  records  of 
sales  and  transfers  of  certificates  of 
indebtedness. 

The  records  required  by  26  CFR  47.- 
6001-1  relatii^  to  sales  and  transfers  of 
stock  are  also  applicable  to  sales  and 
transfers  of  certiflcates  of  indebtedness, 
except  that  the  records  of  sales  of  certifl¬ 
cates  of  indebtedness  need  not  show  the 
sales  prices,  since  the  selling  price  is  im¬ 
material  for  purposes  of  the  tax  imposed 
by  section  4331  of  the  Code. 

Retention  period:  3  years  from  the 
date  any  part  of  the  tax  is  paid  on  the 
transaction.  26  CFR  47.4331-4  (reten¬ 
tion:  47.6001-1) 

4.79  Persons  required  to  keep  records 

with  respect  to  foreign  insurance 
policies.  I 

(a)  Records  to  be  kept  by  solicitors, 
brokers,  etc.  No  return  or  statement 
showing  a  list  of  policies  or  other  instru¬ 
ments  subject  to  the  tax  imposed  by  sec¬ 
tion  4371  of  the  Internal  Revenue 
Code  is  required  from  any  person  to 
or  for  whom,  or  in  whose  name,  such 
policy  or  other  instrument  is  issued,  or 


from  the  solicitor  or  broker  acting  di¬ 
rectly  or  indirectly  for  or  on  behalf  of 
such  person.  However,  each  person, 
solicitor,  or  broker,  accepting,  placing, 
soliciting,  or  making,  direct^  or  In¬ 
directly,  or  pasring  or  receiving  com¬ 
pensation  with  respect  to,  a  policy 
or  other  instrument  subject  to  the 
tax  imposed  by  section  4371  of  the 
Code  ^all  keep  a  record  of  such  policy 
or  other  instrument  for  a  period  of  at 
least  3  years  from  the  date  any  part  of 
the  tax  was  paid  with  req;}ect  to  the 
issuance  thereof  and  shall  be  prepared  to 
furnish  full  information  to  the  district 
director  at  any  time  upon  demand. 

(b)  Records  to  be  kept  by  policy 
holder.  The  person  having  control  or 
possession  of  a  pcdicy  of  insurance,  or 
reinsurance,  or  other  instrument  to 
which  documentary  stcunps  must  be  af- 
flxed  shall  retain  such  instrument  for  at 
least  3  years  from  the  date  any  part  of 
the  tax  was  paid  with  respect  to  the 
issuance  thereof  to  enable  internal 
revenue  officers  to  ascertain  whether  the 
requisite  stamps  have,  been  affixed  and 
cancelled.  26  CFR  47.6001-2 

4.80  PerMms  seUing  at  retail  stones 
used  exclusively  for  industrial,  scien- 
ti&^  or  ednca^kmal  purposes,  or  as 
pait  of  mechanical  devices. 

To  keep  adequate  records  in  the  nature 
of  invoices  or  other  documents  identi- 
fsring  the  stones,  the  person  to  whom 
sold,  the  date  of  sale,  and  the  purpose 
for  which  the  stones  are  to  be  used. 

Retention  period:  4  years  from  the  last 
day  of  the  month  following  the  month 
in  which  the  sale  was  made.  26  CFR 
48.4001-3  (retention:  App.  D  320.72) 

4.81  Persons  required  to  file  a  return 
and  pay  tax  on  the  sale  of  an  article 
at  retaiL 

To  keep  accurate  records,  including 
duplicates  ot  returns,  and  accounts  of 
all  transactions.  To  maintain  evidence 
of  sales  at  retail  for  export,  or  shipment 
to  a  possession  of  the  United  States,  sales 
at  retail  to  the  United  Stat^,  States,  or 
Territories  of  the  United  States,  political 
subdivisions  thereof,  or  District  of  Co¬ 
lumbia,  sales  for  resale,  and  sales  at  retail 
of  articles  for  religious  purposes  which 
could  also  be  used  for  nonreligious  pur¬ 
poses.  upon  which  no  tax  is  due.  To 
keep  also  a  complete  and  detailed  record 
of  each  overpasmient. 

Retention  period:  4  years  from  the 
date  tiie  tax  became  due;  in  the  case  of 
tax-free  sales,  4  years  from  the  last  day 
of  the  month  following  the  month  in 
which  the  sale  was  made;  and,  with  re¬ 
spect  to  overpayments,  4  years  from  the 
date  the  credit  is  taken  or  the  refund  is 
claimed.  26  CFR  48.4003-1;  App.  D 
320.20,  320.21,  320.22,  320.23,  320.37, 
320.72,320.76 

4.82  Persons  daiming  exemption  from 
tax  on  tfae-sale  at  retail  of  articles  of 
which  fur  is  a  component  material. 

To  maintain  adequate  records  or  have 
proper  documentary  evidence  to  estab¬ 
lish  to  the  satisfaction  of  the  Commis¬ 
sioner  that  the  value  of  tiie  fur  as  com¬ 
pared  with  that  of  the  most  valuable  of 
the  other  component  materials  is  not 
such  as  to  render  the  sale  taxable. 


Retoition  period:  4  years  from  the  last 
day  of  the  month  following  the  month 
in  which  the  sale  was  made.  26  CFR 
48.4011-1  (retention:  App.  D  320.72) 

4.83  Persons  dunning  exemption  from 
tax  on  the  sale  or  use  of  diesd  fud 
and  special  motor  fud. 

(a)  Bulk  purchases  by  users.  Per¬ 
sons  who  purchase  taxable  liquid  in  bulk 
delivered  into  storage  tanks  or  other 
containers  and  use  it  for  various  pur¬ 
poses,  both  taxable  and  nontaxable,  or 
in  both  roistered  and  nonregistered 
vehicles,  must  maintain  adequate  rec¬ 
ords  of  all  fuel  used  for  each  purpose  to 
permit  verification  of  the  tax  paid  and 
of  any  credits,  refimds,  or  exemptions 
claimed. 

(b)  Dual  use  of  taxable  liquid.  11  the 
taxable  liquid  used  in  a  separate  motor 
used  to  operate  certain  special  equip¬ 
ment  is  drawn  from  the  same  tank  as 
the  one  which  supplies  fuel  for  the  pro¬ 
pulsion  of  the  vehicle  or  which  the  spe¬ 
cial  equipment  is  mounted,  a  reasonable 
determination  of  the  quantity  of  taxable 
liquid  used  in  such  separate  motor  win 
be  acceptable  for  purposes  of  applica¬ 
tion  of  tax.  Such  determination  must 
be  based,  however,  on  the  op^tlng  ex¬ 
perience  of  the  powm  using  the  taxable 
liquid  and  records  must  be  maintain^ 
which  will  support  the  allocation  used. 

(c)  Use  as  supplies  for  vessels  or  air¬ 
craft.  To  keep  proper  records  of  in¬ 
voices,  orders,  etc.,  including  exemption 
certificates,  available  for  inspection  by 
the  District  Director  of  Internal 
Revenue. 

Retention  period:  4  years  from  the 
date  the  tax  became  due;  in  the  case  of 
tax  free  sales,  4  years  from  the  last  day 
of  the  month  following  the  month  in 
which  the  sale  was  made.  26  CFR 
48.4041-^,  48.4041-6,  48.4041-9  (reten¬ 
tion:  App.  D  324.42) 

4.84  PerMHU  required  to  file  a  return 
on  the  sale  or  use  of  cutting  oil  or 
oil  for  nonlubricating  use. 

To  keep  accurate  records  of  an  trans¬ 
actions,  including  properly  executed  ex¬ 
emption  certificates. 

Retention  period:  Not  specified.  28 
CFR  48.4091-3(a),  48.4091^(a) 

4.85  Persons  required  to  ke^  records 
widi  respect  to  the  return  and  pay¬ 
ment  of  retailers  excise  taxes  by 
suppliers. 

To  retain  the  duplicate  copy  of  the 
statement  of  consent  which  is  returned 
to  the  retailer  by  the  supplier  and  which 
shows  the  date  on  which  the  agreement 
becomes  effective  with  respect  to  such 
retailer. 

Retenticm  period:  Not  specified.  26 
CFR  48.6011  (c)-l 

4.86  Perstms  flaiming  a  credit  or  re¬ 
fund  for  gasoline  used  for  certain 
ncmhighway  purposes,  by  a  local 
transit  system,  or  for  farming  pur¬ 
poses. 

(a)  General.  To  keep  in  accordance 
with  the  form  outlined  in  the  regulations 
an  accurate  record  of  the  number  of 
gallons  purchased  and  the  dates  of  pur¬ 
chases,  the  name  and  address  of  each 
vendor,  the  number  of  gallons  used  dur¬ 
ing  the  period  covered  by  the  claim  and 
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such  other  information  ae  ia  necessary 
to  establish  the  correctness  of  the  claim. 

(b)  Local  transit  systems.  In  addi¬ 
tion  to  the  records  required  by  para¬ 
graph  (a) ,  to  keep  records  that  establish 
for  each  calendar  quarter:  (1)  the  total 
passenger  fare  revenue  (not  including 
with  req;>ect  to  gasoline  used  before 
November  18,  1962,  the  tax  imposed  by 
section  4261  of  the  Internal  Revenue 
Code)  derived  from  scheduled  common 
carrier  public  passenger  land  transpor¬ 
tation  service  ^ong  regular  routes,  and 
(2)  the  cmnmuter  fare  revenue  derived 
from  such  scheduled  service. 

(c)  Farming  purposes.  To  keep  a  rec¬ 
ord  of  the  gasoline  purchased  and  used 
by  the  claimant  on  a  farm  which  he  is 
the  owner,  tenant,  or  operator,  and  to 
show,  in  cases  where  trucks  or  other 
vehicles  are  used  both  on  and  off  the 
farm  an  allocation  of  the  number  of 
gallons  used  in  such  trucks  or  vehicles 
for  farming  purposes.  Where  the  claim¬ 
ant  is  entitled  to  claim  pasrment  for 
gasoline  used  on  his  farm  by  a  person 
other  than  the  owner,  tenant,  or  oper¬ 
ator  thereof,  the  records  must  show:  (1) 
the  name  and  address  of  the  person 
who  performed  the  farming  operation, 
(2)  a  description  of  the  type  of  work  and 
the  type  of  equipment  used,  C3)  the  date 
or  dates  on  which  the  work  was  done, 
and  (4)  the  number  of  gallons  of  gaso¬ 
line  so  used. 

Retention  period:  At  least  3  years 
from  the  last  date  prescribed  for  the 
filing  of  the  claim.  26  CFR  48.6420(f)  -1, 
48.6421  (g)-l 

4.87  Election  to  pay  tax  on  amount 
paid  for  life  men^bership  in  a  social, 
athletic  or  sporting  club  or  organiaa- 
tion. 

The  statement  of  election  shall  be  re¬ 
tained  by  the  club  or  organization  as  a 
part  of  its  records  and  shall  be  available 
for  inspection  by  internal  revenue 
ofBcers. 

Retention  period:  Not  specified.  26 
CFR  49.4241-1 

4.88  Social,  athletic,  or  sporting  club  or 
organization  required  to  collect  the 
tax  on  dues  or  initiation  fees. 

To  keep  up-to-date  records  showing 
the  names  and  addresses  of  its  members 
of  each  class,  the  amounts  they  have 
paid  as  dues,  membership  fees,  or  assess¬ 
ments,  the  tax.  and  the  dates  paid,  to  the 
club  or  others  as  a  prerequisite  to  mem¬ 
bership.  To  also  keep  a  record  in  which 
shall  be  entered  each  day  (a)  under  the 
head  of  “Life  membership”  (1)  the  num¬ 
ber  of  life  members  from  whom  a  life- 
membership  tax  has  been  collected  on 
that  day,  and  (2)  the  total  amount  of 
tax  so  collected;  and  (b)  imder  the  head 
of  each  other  class  of  membership  (1) 
the  number  of  members  of  that  class 
paying  on  that  day  dues  or  membership 
fees  or  initiation  fees.  (2)  the  total 
amount  so  paid  by  members  of  that  class, 
and  (3)  the  total  amount  of  tax  collected 
on  such  payments.  A  duplicate  copy  of 
the  returns  shall  be  retained  and,  for  all 
credits  taken  and  all  abatements  or  re¬ 
funds  claimed,  complete  and  detailed 
records  shall  be  maintained. 

Retention  period:  4  years  from  the 
date  the  tax  became  due;  with  respect  to 


credits,  4  years  from  the  date  return  is 
filed  on  which  the  credit  Is  taken;  and, 
with  req^ect  to  abatements  or  refunds 
claimed,  4  years  from  date  claim  is  filed. 
26  CFR  49.4241-1;  App.  A  101.38,  101.39, 
101.41, 101.42 

4.89  Manufacturers  of  smcrfdng  opium. 

To  keep  a  book  conforming  to  Form 
271  which  shall  contain  a  daily  accurate 
account  of  (a)  the  quantity  of  crude 
gum  opium  (including  all  forms,  prepa¬ 
rations,  or  derivatives  suitable  for  manu- 
facttiring  opium  for  smoking  purposes) 
and  other  materials  purchased  and  sold; 
(b)  name  and  address  of  purchaser  or 
s^er;  (c)  if  articles  are  shipped  or  de¬ 
livered  to  some  other  person,  the  name 
of  such  other  person  and  place  of  de¬ 
livery;  (d)  the  sizes  of  the  packages  and 
number  of  packages  of  each  size  pur¬ 
chased  and  sold;  (e)  the  total  quantity 
of  prepared  smoking  opium  (1)  manu¬ 
factured,  (2)  sold,  (3)  removed  tax  paid, 
and  (f )  the  number  and  value  of  stamps 
purchased  and  used.  _ 

Retention  period :  Permanent.  26  CFR 
150.10 

4.90  Persons  making  application  for 
r^istry  op  reregistry  as  retail  dealers, 
physicians,  dentists,  veterinary  sur¬ 
geons,  etc.,  manufacturers  of  and 
dealers  in  exempt  preparations,  and 
those  entitled  to  obtain  and  use  nar* 
cotics  in  a  laboratory. 

To  keep  the  duplicates  of  inventories 
required  to  be  made  of  the  narcotic  drugs 
and  preparations  on  hand  at  the  time 
of  making  the  Inventories.  _ 

Retention  period:  2  years.  26  CFR 
151.27 

4.91  Manufacturers  or  producers  of 
packages  containing  one  ounce  or 
more  of  morphine,  cocaine  or  iso- 
nipecaine  or  any  of  their  salts  or 
derivatives,  and  of  packages  contain¬ 
ing  tablets,  pills,  or  preparations  the 
content  of  which  amounts  to  one 
ounce  or  more  of  such  drugs,  and 
wholesale  dealers  disposing  of  such 
packages. 

(a)  Manufacturers  or  producers.  To 
keep  a  record  of  the  individual  identifi¬ 
cation  nmnber  placed  on  each  package 
manufactured  and  produced  together 
with  the  name  and  address  of  the  pur¬ 
chaser,  so  arranged  that  upon  disclosure 
of  the  identification  number  the  identity 
of  the  purchaser  can  be  readily  ascer¬ 
tained. 

(b)  Wholesale  dealers.  To  keep  a 
record  showing  as  to  each  package  dis¬ 
posed  of  the  manufacturer’s  name,  loca¬ 
tion,  and  identification  number,  the 
name  and  address  of  the  purchaser,  and 
the  date  of  disposal,  so  arranged  that 
upon  disclosure  of  the  identity  of  the 
manufacturer  and  the  identification 
number,  the  identity  of  the  purchaser 
can  be  readily  ascertained. 

Retention  period:  Permanent.  26 
CFR  151.132 

4.92  Manufacturers,  importers,  produc¬ 
ers,  compounders,  wholesale  dealers 
and  other  authorized  persons  filling 
orders  for  narcotic  drugs. 

To  keep  as  a  part  of  their  permanent 
records  order  forms  for  narcotic  drugs, 
including  orders  of  exempt  officials. 


Retention  period:  2  years.  26  CFR 
151.162, 151.201 

4.93  Registrants  authorized  to  execute 
and  present  order  forms  for  narcotic 
drugs. 

(a)  To  keep  on  file  duplicate  order 
forms. 

(b)  To  keep  on  file  original  and  dupli¬ 
cate  order  forms  which  are  improperly 
executed  or  mutilated  so  as  to  make  them 
imusable. 

(c)  To  keep  on  file  with  the  duplicates 
thereof  original  order  forms  returned 
because  of  improper  preparation. 

(d)  To  keep  on  file  attached  to  the 
duplicates  thereof  original  order  forms 
which  are  not.  accepted,  or  cannot  be 
filled,  and  are  returned  with  a  letter  of 
explanation.  The  letter  of  explanation 
is  also  attached  to  the  duplicate. 

(e)  To  file  with  the  duplicates  of  or¬ 
der  forms,  the  unfilled  originals  of  which 
have  been  lost,  the  duplicates  of  second 
orders  and  of  the  affidavits  accompany¬ 
ing  the  second'  orders,  and  to  attach,  if 
returned,  the  originals  of  the  first  order 
forms  to  the  duplicates  and  affidavits. 

Retention  period:  2  years.  26  CFR 
151.162, 151.188, 151.201, 151.202 

4.94  Narcotic  registrants  or  exempt  offi¬ 
cials  purchasing  narcotics  from  court 
officers  under  judicial  proceedings. 

To  retain  duplicates  of  official  order 
forms  or  purchase  orders. 

Retention  period:  2  years.  26  CFR 
151.162, 151.475 

4.95  Persons  registered  for  the  purpose 
of  engaging  in  any  activity  involving 
the  use  of  narcotic  drugs. 

To  file  with  their  official  order  forms 
and  records  receipts  for  samples  of  nar¬ 
cotics  furnished  to  Federal  and  State 
enforcement  officers. 

Retention  period:  Not  less  than  2 
years.  26  CFR  151.227 

4.96  Importers,  manufacturers,  produc¬ 
ers,  compounders,  wholesale  dealers, 
and  others  filling  orders  for  narcotic 
drugs  submitted  by  qualified  dealers 
or  practitioners  in  the  Virgin  Islands. 

To  keep  records  in  the  same  manner 
as  in  the  case  of  domestic  sales,  except 
that  in  lieu  of  the  record  of  the  registry 
number  of  the  purchaser,  there  shall  be 
kept  a  record  of  the  date  the  order  was 
approved  by  the  Commissioner  of  Health 
of  the  Virgin  Islands  and  the  date  the 
order  was  received  by  them. 

Retention  period:  Not  less  than  2 
years.  26  CFR  151.243 

4.97  Manufacturers,  importers,  produc¬ 
ers,  and  compounders  of,  and  whole¬ 
sale  dealers  in  taxable  narcotics. 

To  keep  invoices,  original  sales  orders, 
delivery  or  duplicate  sales  slips,  or  other 
papers  or  records  as  may  be  required  to 
evidence  any  unrecorded  purchase,  re¬ 
ceipt,  or  disposition.  Also  manufac¬ 
turers  must  keep  available  such  batch 
tags,  production  orders,  or  other  papers 
as  may  be  required  to  evidence  any  un¬ 
recorded  quantity  used  or  produced. 

Retention  period:  Until  the  informa¬ 
tion  is  recorded  on  Forms  810  and  811- 
26  CFR  151.262,  151.263,  151.264,151.479 
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4.98  Manttfacturera  in^Mirting  opium  or 
medicinal  coca  leavea. 

To  keep,  where  factory  procedure  Is 
such  that  partial  withdrawals  are  made 
from  iudlTidual  containers,  a  comi^te 
record  of  all  such  withdrawals  on  a  stock 
record  card  attached  to  each  container. 

Retention  period:  Until  the  informa¬ 
tion  is  recorded  on  Form  163  and  its 
suppliants.  26  CFR  151.282,  151.317 

4.99  Manufacturers,  producers,  com* 
pounders,  and  importers  of,  and 
wholesale  dealers  in  narcotic  drugs. 

To  retain  on  file  together  with  other 
narcotic  records  duplicate  copies  of  all 
returns,  properly  sworn  to  as  in  the  case 
of  original  copies. 

Retention  period:  Not  less  than  2 
years.  26  151.375 

4.100  Retail  dealers  and  other  persons 
qualified  to  sell  narcotic  drags  at 
retaiL 

To  keep  written  prescriptions  and 
written  records  of  oral  prescriptions  for 
narcotic  drugs  in  a  separate  file. 

Retention  period:  Not  less  than  2 
years.  26  CFR  151.400 

4.101  Physicians,  dentists,  yeterinary 
surgeons,  and  other  practiti<mers  (in* 
eluding  hosphals  and  institutions). 

To  keep  daily  records  showing  the  kind 
and  quantity  of  narcotics  dispensed  or 
administered,  the  names  and  addresses 
of  persons  to  whom  dispensed  or  admin¬ 
istered,  the  names  and  addresses  of 
persons  upon  whose  authority,  and  the 
purpose  for  which  dispensed  or  admin¬ 
istered.  In  lieu  of  these  records  practi¬ 
tioners  who,  in  their  ofBce  practices,  ad¬ 
minister  minute  quantities  of  narcotics 
in  stock  preparations,  may  keep,  as  to 
such  preparations,  records  of  the  date 
when  each  stock  preparation  is  made  or 
purchased  and  the  date  when  the  prepa¬ 
ration  is  exhausted. 

Retention  period:  Not  less  than  2 
years.  26  CFR  151.412,  151.413,  151.414 

4.102  Manufacturers,  producers,  com¬ 
pounders,  and  vendors  (induding 
dispensing  physicians)  of  {diarma- 
centical  preparations  (containing  a 
narcotic  drug)  classified  as  Class 
preparations. 

To  keep  a  record  in  accordance  with 
the  form  outlined  in  the  regulations  of 
all  sales,  exchanges,  gifts  or  other  dis¬ 
positions  of  such  Class  “X”  preparations, 
the  entries  to  be  made  at  the  time  of 
delivery.  The  requirement  that  such 
records  be  maintained  as  herein  pro¬ 
vided  is  absolute,  independent  and  not 
merely  a  condition  precedent  to  securing 
exemption  granted  imder  section  4702(a) 
of  the  Internal  Revenue  Code,  as 
amended  (§  151.423),  to  manufacturers, 
producers,  compounders  or  vendors  (in¬ 
cluding  dispensing  ph3rsicians) ,  of  ex- 
^Pt  preparations.  Such  records  shall 
w  kept  in  such  a  way  as  to  be  readily 
Accessible  to  inspection  by  any  duly 
authorized  ofldeer  or  employee  of  the 
Treasury  D^artment  and  the  State, 
territorial,  district,  muificipal  or  insular 
<fflcers  named  in  section  4773  of  the 
Code.  Separate  records  shall  be  kept 
^  disposition  to  registrants  and  disposi¬ 
tion  to  consumers.  The  record  of  dls- 
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position  to  registrants  shall  show  the 
name,  address,  and  registry  number  of 
ttie  registrant  to  whom  disposed,  the 
name  and  quantity  of  the  preparation 
and  the  date  upon  which  delivery  to  the 
registrant,  his  agent  or  carrier  is  made. 
The  record  of  disposition  to  consuniers 
shall  show  the  name  of  the  recipient,  his 
address,  the  name  and  quantity  of  the 
preparation,  and  the  date  of  delivery. 
Any  person  required  to  keep  records  pur¬ 
suant  to  this  paragraph  and  failing  to 
do  so  is  guilty  of  a  violation  of  law  and 
liable  to  the  penalties  provided  for  vio¬ 
lation  of  the  provision  of  law  relating  to 
narcotic  drugs. 

In  the  case  of  manufacturers  of  or 
dealers  in  preparations  classified  as 
Class  “X”  products  who  are  also  reg¬ 
istered  as  manufacturers  of  or  dealers 
in  taxable  drugs  in  Class  I  or  n,  the 
requirement  of  this  section  as  to  records 
of  dispositions  to  registrants  shaU  be 
deemed  to  be  complied  with  if  all  such 
dispositions  are  evidenced  by  vouchers 
or  invoices  containing  all  the  required 
information.  As  to  records  required  in 
the  case  of  registrants  supplsring  prepa¬ 
rations  classified  as  CTlass  “X”  products 
to  consumers  pursuant  to  prescriptions 
issued  by  registered  physicians,  the  re¬ 
quirement  of  this  paragraph  as  to  rec¬ 
ords  of  disposition  to  consumers  shall  be 
deemed  to  be  complied  with  if  each  such 
prescription  shows  the  name  and  address 
of  the  recipient,  the  name  and  quantity 
of  the  preparation,  and  the  date  of  fill¬ 
ing,  and  the  prescriptions  are  kept  on  the 
narcotic  prescription  file. 

Retention  period:  Not  less  than  2 
years.  26  CFR  151.424 

4.103  Laboratories  using  narcotics. 

To  keep  complete  records  of  receipts, 
disposals,  and  stocks  on  hand,  of  all  nar¬ 
cotic  drugs  and  preparations;  to  keep 
duplicate  copies  of  ofBcial  order  forms 
used  to  obtain  narcotic  drugs;  to  keep 
the  original  of  the  return  of  inventory 
the  duplicate  of  which  is  forwarded  to  the 
district  director;  and  to  keep  a  special 
record  in  accordance  with  the  form  out¬ 
lined  in  the  regulations  showing  date, 
kind,  and  quantity  of  narcotic  drug  or 
preparation  used,  the  particular  pur¬ 
pose  or  object  of  such  use.  and  the  iden¬ 
tification  and  disposition  of  the  narcotics 
or  resulting  products  or  residues  so  used, 
showing  the  date,  quantity  of  resulting 
products  or  residues,  and  manner  of 
disposition. 

Retention  period:  Not  less  than  2 
years  from  date  of  last  trsmsaction 
shown  therein.  26  CFR  151.441 

4.104  Laboratories  transferring  and  re¬ 
ceiving  narcotic  drags  for  cbemical 
or  pharmacological  tests. 

(a)  Transferors.  To  keep  on  file  with 
the  official  order  form  or  with  the  order 
and  exempt  certificate,  as  the  case  may 
be,  the  writen  approval  of  the  Commis¬ 
sioner  of  Narcotics  to  the  transfer  of  an 
appropriate  quantity  of  a  narcotic  drug 
to  another  qualified  registrant  or  to  an 
exempt  officisd  for  the  purpose  of  having 
the  desired  tests  made. 

(b)  Transferees.  To  keep  a  record  of 
such  drugs  used  and  disposed  of  in  the 
manner  described  in  item  4.94  above  with 
additional  data,  in  the  case  of  pharma¬ 


cological  tests,  accounting  for  quantities 
dispensed  to  humans  and  animals.  A 
copy  of  the  report  to  the  transferor  of 
the  results  of  the  tests  made,  if  sudbi  re¬ 
port  includes  data  from  which  a  com¬ 
plete  accounting  for  the  narcotic  drug 
used  and  disposed  of  can  be  ascertained, 
may  be  kept  on  file  by  the  transferee  as 
the  special  record  required. 

Retention  period:  Not  less  than  2  years 
from  the  date  of  the  last  transaction 
therein.  26  CFR  151.443 

4.105  Persons  required  to  make  state¬ 
ments  with  respect  to  narcotics  lost 
or  destroyed. 

(a)  Persons  having  title  to  narcotics 
lost  or  destroyed  through  breakage  of 
container  or  other  accident,  other  than 
in  transit.  To  retain  a  copy  of  state¬ 
ment,  forwarded  to  narcotic  district 
supervisor,  as  to  kinds  and  quantities  of 
narcotics  lost  or  destroyed  and  the  cir¬ 
cumstances  involved. 

(b)  Consignees  of  narcotics  lost  by 
theft,  or  otherwise  lost  or  destroyed  in 
transit.  To  retain  a  copy  of  the  signed 
statement  of  the  facts,  filed  with  the 
narcotics  district  supervisor  immediately 
upon  ascertainment  of  the  occurrence, 
including  a  list  of  the  narootles  stolen, 
lost,  or  destroyed,  and  documentary  evi¬ 
dence  that  the  local  authorities  were 
notified. 

Retention  period:  Not  less  than  8 
years.  26  CFR  151.472 

4.106  Persons  desiring  to  discontinue  a 
business,  involving  the  use  of  nar¬ 
cotic  drags,  on  any  date  other  dian 
June  30. 

To  retain  on  fiJe  with  narcotic  records 
special-tax  stamps  returned  by  district 
director  after  being  marked  **Buslness 
discontinued"  with  the  date.  _ 

Retention  period:  2  years.  26  cm 

151.473 

4.107  Narcotic  registrants  disposing  od 
excess  or  nndesired  narcotics. 

To  retain  duplicate  copy  of  inventories 
of  excess  or  undesired  narcotics  shipped 
to  narcotic  district  supervisor.  _ 

Retention  period:  2  years.  26  CFR 

151.474 

4.108  Applicants  for  registry  required 
to  submit  inventories  of  marihuana 
and  preparations  thereof  <m  hand. 

To  keep  duplicates  of  inventories  re¬ 
quired  to  be  made  of  marihuana  and 
pr^arations  thereof  on  hand  at  the  time 
of  making  such  inventories.  _ 

Retention  period:  2  years.  26  CFR 
152.8 

4.109  Transferors  and  transferees  of 
marihuana. 

(a)  Transferors.  To  preserve  the 
originals  of  order  forms  for  marihuana. 

(b)  Transferees.  To  preserve  the  du¬ 
plicates  of  order  forms  for  marihuana. 

Retention  period:  2  years.  26  CFR 
152.49 

4.110  Physicians,  dentists,  veterinary 
surgeons,  hospitals,  sanatm^ums, 
medical  scfao<ds,  and  other  practi¬ 
tioners  dispensmg  or  administering 
marihuana  to  patients. 

To  keep  dally  records  showing  the  kind 
and  quantity  of  marihuana  dispensed 
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or  administered,  the  name  and  address 
of  each  person  to  whom  dispensed  or 
administered,  the  name  and  address  of 
the  person  under  whose  authori^  the 
marihuana  is  dispensed  or  administered 
and  the  purpose  for  which  it  is  dispensed 
or  administered. 

Retention  period:  2  years.  26  CFR 
152.53, 152.54 

4.111  Dealers  filling  marihuana  pre- 
scripUfMis. 

To  keep  marihuana  prescriptions  in  a 
separate  file.  Dealefs  registered  under 
the  Harrison  Narcotics  Law.  as  amended, 
as  retail  dealers,  who  keep  marihuana 
prescriptions  on  the  narcotic  prescrip* 
tion  file,  will  be  deemed  in  compliance 
with  this  provision.  _ 

Retention  period:  2  years.  26  CFR 
152.64 

4.112  TVansfermv  and  transferees  of 
unsterilised  marihuana  seeds  or  the 
plant  Cannabis  sativa  L. 

To  keep  records  covering  dispositions 
and  receipts  of  such  seeds  or  such  plant. 

Retention  period:  2  years.  26  CFR 
152.68,  152.68a.  152.78 

4.113  Perstms  required  to  render  re< 
toms  with  respect  to  marihuana. 

To  retain  duplicates  of  such  returns. 

Retention  period:  2  years.  26  CFR 
152.75,  152.78 

4.114  Persons  registered  to  obtain  mari¬ 
huana  for  laboratory  use. 

To  keep  complete  records  relating  to 
the  receipt,  disj^al,  and  stock  on  hand 
of  all  marihuana;  to  keep  in  accordance 
with  the  form  outlined  in  the  regulations 
a  special  record  showing  the  date,  the 
quantity  and  kind  of  marihuana  used, 
the  particular  purpose  or  object  pf  such 
use.  and  also  showing  as  to  the  resulting 
product  or  residue,  the  date,  quantity 
and  kind,  and  manner  of  disposition. 

Retention  period:  2  years.  26  CFR 
152.77,  152.78 

4.115  Persons  registered  to  process  the 
Cannabis  sativa  L  plants  and  parts 
thereof  for  the  purpose  of  extracting 
any  fiber  or  fiber  products  ther^ 
from. 

To  keep  in  accordance  with  the  form 
outlined  in  the  re^:ulations  complete  rec¬ 
ords  relating  to  Uie  receipt,  disposal,  and 
stock  on  hand,  of  all  such  plants  and 
parts  thereof  and  products  therefrom. 

Retention  period:  2  years.  26  CFR 
152.77a.  152.78 

4.116  Persons  taxable  under  the  Mari¬ 
huana  Tax  Act. 

To  retain  all  order  fofms,  duplicate 
forms,  prescription  records,  returns,  and 
inventories  required  to  be  kept  on  file. 

Retention  period:  2  years.  26  CFR 
152.78 

4.117  Persons  required  to  make  state¬ 
ments  with  respect  to  marihuana  lost 
or  destroyed. 

(a)  Persons  having  title  to  marihuana 
lost  or  destroyed  through  breakage  of 
container  or  other  accident,  other  than  in 
transit.  To  keep  a  copy  of  affidavit,  for¬ 
warded  to  narcotic  district  supervisor,  as 
to  the  kind  and  quantity  of  marihuana 
items  lost  or  destroyed  and  the  circum¬ 
stances  involved. 


(b)  Consignees  of  marihuana  lost  by 
theft,  or  otherwise  lost  or  destroyed  in 
transit.  To  retain  a  copy  <A  the  sworn 
statement  of  the  facts,  filed  witii  the  nar¬ 
cotic  district  supervisor  immediately 
upon  ascertainment  of  the  occurrence, 
including  a  list  of  marihuana  items 
stolen,  lost,  or  destroyed,  and  documen¬ 
tary  evidence  that  the  local  authorities 
were  notified. 

Retention  period;  Not  less  than  2 
years.  26  CFR  152.97 

4.118  Persons  desiring  to  discontinue  a 
business,  involving  the  use  of  mari¬ 
huana,  on  any  date  other  than 
June  30. 

To  retain  on  file  with  marihuana  rec¬ 
ords  special-tax  stamps  returned  by  dis¬ 
trict  director  after  being  marked  “Busi¬ 
ness  discontinued”  with  the  date.  _ 

Retention  period:  2  years.  26  CFR 
152.98 

4.119  Marihuana  registrants  disposing 
of  excess,  undesirable,  or  useless 
nnarihuana. 

TO  retain  copies  of  inventories  of 
excess,  undesirable,  or  useless  marihuana 
shipped  to  narcotic  district  supervisor. 

Retention  period:  2  years.  26  CFR 
152.98 

4.120  Persons  required  to  collect  and  ac¬ 
count  for  admissions  and  cabaret 
taxes. 

(a)  Admissions.  (1)  To  keep  the  por¬ 
tions  of  the  tickets  taken  up  by  th^n. 

Retention  period:  Not  less  than  6 
months.  26  CFR  App.  A  101.18 

(2)  To  keep  a  copy  of  the  statement 
of  the  numbers  o^  obsolete  and  unusable 
tickets  destroyed,  their  denominations, 
and  all  other  pertinent  information. 

Rotation  period:  Not  specified.  26 
CFR  App.  A  101.18 

(3)  To  keep  substantially  in  accord¬ 
ance  with  the  form  outlined  in  the  regu¬ 
lations  an  accurate  daily  record  of  ad¬ 
missions  to  all  classes,  including  free  or 
complimentary  tickets  or  admissions  and 
reduced  rate  admissions;  a  classified 
daily  record  showing  as  to  each  class  of 
tickets  sold  all  figures  and  other  infor¬ 
mation  necessary  to  determine  the 
amount  of  tax  due  for  the  day.  and  due 
as  charges  in  excess  of  established  price 
for  the  day;  to  keep  sworn  copies  of 
management  reports  attached  to  and 
made  a  part  of  the  records  for  the  period 
covered  thereby. 

Retention  period:  4  years  from  the 
date  the  tax  became  due.  26  CFR  App. 
A  101.32 

(b)  Cabarets.  (1)  To  keep  waiters’ 
checks  or  bills  or  cash  register  tapes 
where  the  passing  on  of  the  tax  to  pa¬ 
trons  is  evidenced  by  entries  thereon. 

Retention  period:  Not  less  than  6 
months.  26  CFR  App.  A  101.18, 101.32 

(2)  To  keep  adequate  and  sufficient 
records  with  respect  to  the  operations 
for  each  day  on  which  public  perform¬ 
ances  are  held  showing  receipts  from 
charges  paid  by  all  patrons  entitled  to 
be  present  during  any  part  of  the  per¬ 
formance,  and  the  tax  due. 

Retention  period:  4  years  from  the 
date  the  tax  became  due.  26  CFR  App. 
A  101.32 

(c)  Duplicate  returns,  credits,  and 
abatements  or  refunds.  A  duplicate 


copy  of  the  returns  shall  be  retained  and, 
for  all  credits  tak^  and  all  abatements 
or  refimds  claimed,  complete  and  de¬ 
tailed  records  shall  be  maintained. 

Retention  period:  For  duplicate  re¬ 
turns-^  years  from  the  time  tax  became 
due;  for  credits — 4  years  from  the  date 
return  is  filed  on  which  the  credit  is 
taken;  and  for  abatements  or  refunds— 
4  years  from  date  claim  is  filed.  26  CFR 
App.  A  101.32, 101.33, 101.41, 101.42 

4.121  Persmis  required  to  keep  records 
with  respect  to  documentary  stamp 
taxes. 

To  maintain  and  preserve  all  instru¬ 
ments.  memoranda,  books,  or  other 
documents  to  which  documentary  stamps 
have  been  affixed  and  canceled  in  pay¬ 
ment  of  stamp  taxes;  all  certificates  of 
exemption  executed  in  lieu  of  the  pay¬ 
ment  of  stamp  taxes;  and  all  other  rec¬ 
ords  required  by  the  documentary  stamp 
tax  regulations. 

Retention  period:  4  years  from  the 
time  of  the  related  transaction.  26  CHt 
(1939)  113.150 

4.122  Persons  required  to  collect  tax  on 
use  of  safe  deposit  boxes. 

To  keep  accurate  records  and  accounts 
of  all  transactions  subject  to  tax  and  evi¬ 
dence  of  the  right  to  exemption  on  any 
such  transaction  in  respect  of  which  tax 
is  not  collected.  A  complete  and  de¬ 
tailed  record  of  all  credits  taken  and  a 
duplicate  of  the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  is  due,  and,  with  respect 
to  credits,  4  years  from  the  date  of  the 
return  on  which  the  credit  appears.  26 
CFR  App.  D  130.71, 130.77 

4.123  Pers<m8  required  to  file  returns 
and  pay  tax  on  the  sale  or  use  of 
gasoline,  lubricating  oil,  or  matches. 

To  keep  accurate  and  complete  rec¬ 
ords,  including  accounts  with  respect  to 
sales  or  use  of  gasoline,  lubricating  oil, 
or  matches.  Duplicates  of  returns,  sup¬ 
porting  information  with  respect  to 
exempt  or  tax-free  sales,  and  complete 
and  detailed  records  of  overpayments, 
for  which  credit  is  taken  or  refund  is 
claimed,  must  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  became  due,  or,  in  the  case 
of  exempt  or  tax-free  sales,  4  years  from 
the  last  day  of  the  month  immediately 
following  that  in  which  the  sale  occurs, 
or.  in  the  case  of  overpayments,  4  years 
from  the  date  credit  is  taken  or  refimd 
claimed.  26  CFR  App.  D  314.23.  314.60, 
314.62,  314.64 

4.124  Persons  liable  to  pay  floor  stocks 
tax  on  gasoline  held  on  November  1, 
1951. 

To  keep  records  showing  payment  of 
floor  stocks  tax  on  gasoline,  including 
the  duplicate  of  the  return,  inventories, 
and  other  relevant  papers  and  material. 
Persons  holding  gasoline  at  more  than 
one  location  shall  keep  separate  inven¬ 
tories  for  each  location  (one  copy  at 
each  location  and  one  copy  at  the  prin¬ 
cipal  place  of  business)  consolidated 
into  a  single  inventory  at  the  principal 
place  of  business. 

Retention  period:  4  years  from  the 
date  the  tax  is  due.  26  CFR  App.  D 
314.71, 314.73, 314.74 
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4.125  Persons  claiming  exemption  for 
tax  on  sale  of  diesel  fueL 

(a)  Sales  to  a  State  or  Territory  of  the 
United  States,  or  a  political  subdivision 
thereof,  or  the  District  of  Columbia.  To 
be  prepared  to  produce  evidence,  such  as 
clearly  identified  orders  or  contracts  of 
a  State,  Territory  of  the  United  States, 
or  a  political  subdivision  thereof,  or  Ihe 
District  of  Columbia,  of  right  to  exemp¬ 
tion. 

(b)  Sales  for  export  and  shipments  to 
possessions  of  the  United  States.  To 
maintain  adequate  records  to  establish 
that  the  liquid  was  sold  for  export  and 
documentary  evidence  that  it  was  in  fact 
exported. 

Retention  period:  4  years  from  the 
last  day  of  the  month  following  the 
month  in  which  the  sale  was  made.  26 
CFR  App.  D  324.30,  324.31,  324.33,  324.42 

4.126  Persons  required  to  file  a  return 
and  pay  tax  on  the  sale  or  use  of 
diesel  fuel. 

To  keep  accurate  records  and  accounts 
of  all  taxable  transactions.  To  keep  also 
a  complete  and  detailed  record  of  each 
overpayment. 

Retention  period:  4  years  from  the 
date  the  tax  became  due,  and  with 
respect  to  overpa3rments,  4  years  from 
the  date  the  credit  is  taken  or  refund  is 
claimed.  26  CFR  Ai^.  D  324.42,  324.45 

>  IiiQUcms 

4.127  Manufacturers  recovering  taxpaid 
alcohol. 

To  keep  records  of  distilled  spirits  re¬ 
covered  from  dregs  or  marc  of  percola¬ 
tion  or  extraction,  or  from  medicines, 
medicinal  preparations,  food  products, 
flavors,  or  flavoring  extracts  and  the  sub¬ 
sequent  use  to  which  such  recovered 
spirits  are  put. 

Retention  period:  ’Not  less  than  2 
years.  26  CFR  170.617 

4.128  Persons  disposing  of  substances  or 
articles  of  the  character  used  in  man¬ 
ufacturing  distilled  spirits,  or  dispos¬ 
ing  of  ctmtainers  of  the  character 
used  for  packaging  distilled  spirits. 

To  keep  records  pertaining  to  the 
disposition  of  such  substances  or  ar¬ 
ticles  or  containers. 

Retention  period:  3  years.  26  CFR 
173.15 

4.129  Persons  manufacturing,  import¬ 
ing,  storing,  or  using  liquor  bottles. 

To  keep  such  records  and  furnish  such 
Inventories  and  reports  relating  to  the 
manufMture,  shipment,  delivery,  pur¬ 
chase,  use,  or  sale  of  all  liquor  bottles, 
as  the  assistant  regional  commissioner 
may  from  time  to  time  require.  Persons 
placing  orders  for  liquor  bottles  to  keep 
a  copy  of  each  order  and  the  original 
report  of  each  shipment  or  delivery;  con¬ 
signors  to  keep  the  original  of  each  order 
and  a  copy  of  the  report  of  each  ship¬ 
ment  or  delivery.  Persons  storing  liquor 
bottles  to  keep  suitable  commercial 
records  covering  the  receipt,  disposition, 
and  stocks  of  such  bottles.  , 

Retention  period:  2  years.  26  CFR 
175.64,  175.73,  175.74  (retention:  175.73) 


4.130  Wholesale  dealers  in  distilled 
spirits  (except  proprietors  of  dis¬ 
tilled  spirits  plants,  who  are  subject 
to  the  recmrd  keeping  provisions  of 
26  CFR  Part  201). 

To  keep  (a)  daily  records  of  the  phys¬ 
ical  receipt  and  disposition  of  distilled 
spirits  (including  any  spirits  transferred 
between  wholesale  and  retail  depart¬ 
ments  of  the  dealer's  own  premises), 
copies  of  all  invoices  and  delivery  re¬ 
ceipts  (or  bills  of  lading  if  delivered  to 
a  common  carrier) ,  and  a  daily  recapitu¬ 
lation  record  showing  total  quantities  of 
bottled  and  packaged  spirits  received 
and  disposed  of  during  the  day;  (b)  file 
copies  of  reports  on  Forms  52A  and  52B 
(unless  the  requirement  to  prepare  and 
submit  such  forms  is  waived)  and  338; 

(c)  work  sheets  from  which  grand  totals 
of  month’s  receipts  and  dispositicm  are 
obtained;  and  (d)  separate  records  and 
copies  of  monthly  reports  (Form  338) 
of  all  transactions  in  distilled  spirits 
stored  for  export  with  beneflt  of  draw¬ 
back. 

Retention  period:  Not  less  than  2 
years,  (a)  26  CFR  194.221,  194.225— 
194.230,  194.238;  (b)  194.221,  194.234— 
194.238;  (c)  194.230;  (d)  194.283  (re¬ 
tention:  194.242) 

4.131  Wholesale  dealers  in  wine  and/or 
beer. 

To  keep  a  complete  record  of  all  wines 
and  beer  received,  showing  the  quantities 
thereof,  from  whom  received,  and  the 
receiving  dates. 

Retention  period:  Not  less  than  2 
years.  26  CFR  194.222  (retention: 
194.222,  194.242) 

4.132  Retail  liquor  dealers. 

To  keep  a  complete  record  of  all  dis-^ 
tilled  spirits,  wines,  and  beer  received, 
showing  the  quantities  thereof,  from 
whom  received,  and  the  receiving  dates; 
a  record  of  each  sale  of  distilled  spirits^ 
wines,  or  beer  in  quantities  of  20  wine 
gallons  or  more  to  the  same  person  at 
the  same  time,  showing  the  date  of  saije, 
the  name  and  address  of  the  purchaser, 
the  kind  and  quantity  of  each  kind  of 
liquors  sold,  the  serial  numbers  of  all 
full  cases  of  distilled  spirits  included  in 
the  sale;  and  the  delivery  receipt  sup¬ 
porting  each  entry  in  the  sales  record. 

Retention  period:  Not  less  than  2 
years.  26  CFR  194.238,  194.239  (reten¬ 
tion:  194.242) 

4.133-  Liquor  dealers  packaging  alcohol 
for  industrial  uses. 

To  keep  records,  daily,  showing  bulk 
alcohol  received,  dumped  for  packag¬ 
ing,  packaged,  strip  stamped,  and  dis¬ 
posed  of,  including  the  name  and  address 
of  each  consignor  and  consignee.  To 
keep  copies  of  monthly  reports  of  strip 
stamp  transactions  (Form  2260)  and 
monthly  reports  of  bulk  alcohol  trans¬ 
actions  (Form  2733) . 

Retention  period:  Not  less  than  2 
years.  26  CFR  194.271  (retention: 
194.242) 

4.134  Proprietors  of  vinegar  factories. 

To  keep  daily  records  of  operations, 
showing  the  kind  and  quantity  of  fer¬ 


menting  and  distilling  material  received, 
produced,  used  and  removed  from  the 
premises,  the  quantity  of  mash  set,  the 
quantity  of  low  wines  produced  and  used, 
the  quantity  of  vinegar  produced  and  re. 
moved,  and  the  identity  of  each  con¬ 
signor  and  consignee;  and  copies  of 
monthly  reports  (Form  1623). 

Retention  period:  Not  less  than  2 
years.  26  CFR  195.152,  195.153,  195.155, 
195.159—195.161,  195.175,  195.176  (reten¬ 
tion:  195.177) 

4.135  Manufacturers  and  vendors  of 
distilling  apparatus. 

(1)  In  the  case  of  any  distilling  appa¬ 
ratus  removed  for  exportation  without 
payment  of  tax,  to  keep  a  copy  of  each 
bill  of  lading  covering  exportation  or  con¬ 
signment  to  a  foreign- trade  zone; 

(2)  In  the  case  of  distilling  apparatus 
for  domestic  use  for  purposes  other  than 
distilling  (as  deflned  in  26  CFR  196.10), 
to  keep  a  record  showing  the  apparatus 
manufactured,  received,  and  removed  or 
otherwise  disposed  of,  the  name  and  ad¬ 
dress  of  eaph  purchaser,  and  the  purpose 
for  which  each  still  is  to  be  used. 

Retention  period:  Not  less  than  2 
years.  26  CFR  196.62,  196.80,  196.82 

4.136  Manufacturers  of  nonbeverage 
products  claiming  drawbacks 
[Amended] 

(a)  To  keep  a  copy  of  each  approved 
quantitative  formula  (Form  1678) . 

Retention  period:  Not  less  than  2 
years  from  the  date  of  flling  last  claim 
for  drawback  under  such  formula.  26 
CFR  197.95  (retention:  197.133) 

(b)  To  keep  records  showing  the  dis¬ 
tilled  spirits  received  and  used,  the 
products  produced,  and  the  disposition  of 
such  products;  and  all  Forms  179  and 
bills  of  lading  relating  to  the  spirits 
shipped  to  him. 

Retention  period:  Not  less  than  2 
years.  26  CFR  197.95,  197.99,  197.130- 
197.132  (retention:  197.133) 

4.137  Proprietors  of  volatile  fruit-flavor 
concentrate  plants.  [Revised] 

(a)  To  keep  daily  records  showing 
processing  material  used ;  processing  ma¬ 
terial  removed  and  the  reason  for  such 
removal;  concentrate  produced,  used, 
and  removed;  substances  received  for 
use  in  rendering  concentrate  unfit  for 
use  as  a  beverage,  and  the  use  or  other 
disposition  of  such  substances;  and  the 
name  and  address  of  each  person  to 
whom  processing  material  or  concentrate 
is  shipped. 

(b)  To  keep  file  copies  of  monthly 
reports  (Form  1695) . 

Retention  period:  Not  less  than  2 
years.  26  CFR  198.111, 198.112,  198.121— 
198.125  (retention:  198.121) 

4.138  Scientific  institutions  and  colleges 
of  learning  authorized  to  conduct 
‘experimental  or  research  operations. 

To  keep  records,  daily,  of  quantities  of 
spirits  produced,  received,  and  used. 

Retention  i>eriod:  Not  less  than  4  years. 
26  CFR  201.72  (retention:  201.612) 
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4.139  Persons  receiving  distilling  nuH 
terial  from  the  bonded  premises  of  a 
distilled  spirits  plant. 

To  keep  records  of  the  receipt,  tise, 
and  dispo^tion  of  such  material. 

Retention  period:  Not  less  than  4  years. 
26  CFR  201.74  (retenUon:  201.612) 

4.140  Proprietors  of  distilled  spirits 
plants. 

(a)  Production.  To  keep,  as  pre¬ 
scribed  by  regulations,  records  and  copies 
of  the  applications,  schedules,  notices, 
and  reports  of  transactions  and  opera¬ 
tions  relating  to  production  facilities,  in¬ 
cluding  the  receipt,  use,  and  disposition 
of  fermenting  and  distilling  materials; 
the  production  of  spirits  and  denatured 
spirits;  the  production  and  disposition  of 
distillates  and  chemical  byproducts; 
losses  in  production  processes;  inven¬ 
tories;  and  the  taking  of  samples. 

Retention  period:  Not  less  than  4 
years.  26  CFR  201.261,  201.262,  201.264, 
201.265,  201.268,  201269,  201.271,  201.274, 
201.275,  201.278,  201.279,  201.562,  201.582, 
201.587, 201.603, 201.611, 201.612, 201.616^ 
201.620,  201.626,  201.627,  201.630,  201.632, 
201.633  (retention:  201.612) 

(b)  Storage  in  bond.  To  keep,  as 
prescribed  by  regulations,  records  and 
copies  of  the  applications,  schedules, 
notices,  and  reports  of  transactions  and 
operations  relating  to  the  receipt  and 
store^e  of  spirits  and  denatured  spirits; 
quick-aging;  addition  of  oak  chips  or 
caramel;  repairing,  filling,  and  changing 
packages;  mingling  and  consolidation  of 
spirits;  blending  of  beverage  rums  or 
brandies;  losses  and  volimtary  destruc¬ 
tion;  inventories;  and  the  taking  of 
samples. 

Retention  period:  Not  less  than  4 
years  from  the  date  the  spirits  covered 
thereby  are  removed  from  ^e  proprie¬ 
tor’s  bonded  premises.  26  CFR  201.291, 
201.292, 201.294, 201.295, 201.298, 201.302- 
201.308,  201.311-201.313,  201.562,  201.582, 
201.583,  201.587,  201.603,  201.611,  201.612, 

201.616-201.618,  201.622,  201.626-201.630, 
201.632-201.635  (retention:  201.612) 

(c)  Bottling  on  bonded  premises.  To 
keep,  as  prescribed  by  relations,  rec¬ 
ords  and  copies  of  applications  and  re¬ 
ports  relating  to  bottling  operations  on 
bonded  premises,  including  bottling  in 
bond,  bottling  of  alcohol  before  taxpay- 
ment,  bottling  losses  and  gains,  strip 
stamp  transactions,  and  rebottling,  re¬ 
labeling,  and  restating  operations. 

Retention  period:  Not  less  than  4  years 
from  the  date  the  bottled  spirits  are  re¬ 
moved  from  the  proprietor’s  bonded 
premises.  26  CFR  201.322,  201.327, 
201.336-201.338,  201.341-201.343, 201.346- 
20r.348,  201.352,  201.543,  201.546,  201.611, 
201.612,  201.616-201.618,  201.622,  201.624, 
201.632,  201.633  (retention:  201.612) 

(d)  Transfers  and  uHthdrawals.  To 
keep,  as  prescribed  by  regulations,  rec¬ 
ords  and  copies  of  applications,  notices, 
and  withdrawal  and  taxpayment  forms 
relating  to  transfer  and  withdrawal  of 
spirits  and  denatured  spirits,  including 
transfers  between  bonded  premises,  re¬ 
movals  from  storage  to  production  fa¬ 
cilities,  determination  and  payment  of 
tax  and  removal  of  tpirits  after  taxpay¬ 
ment,  withdrawals  without  pasnnent  of 
tax,  and  withdrawals  free  of  tax. 


Retention  period:  Not  less  than  4 
years.  26  (7FR  201.363,  201.364,  201.366- 
201.380,  201.381-201.385,  201.387,  201.388, 
201.390,  201.393,  201.394,  201.602,  201.603, 

201.606, 201.611, 201.612, 201.614, 201.61&- 
201.618,  201.622,  201.624,  201.628,  201.629, 
201.632,  201.633  (retention:  201.612) 

(e)  DenaturatUm.  To  keep,  as  pro¬ 
scribed  by  r^rulations,  records  and  copies 
of  statements,  certifications,  applica¬ 
tions,  notices,  and  reports  relating  to 
denaturing  transactions  and  operations. 
Including  receipt,  test,  use,  and  disposi¬ 
tion  of  denaturants  and  the  denaturation 
of  spirits  (including  redenaturation  and 
restoratiph  of  recovered  denatured 
spirits  and  articles) . 

Retention  period:  Not  less  than  4 
years.  26  CFR  201.404,  201.406-201.408, 
201.410,  201.602,  201.603,  201.611,  201.612, 
201.614,  201.616-201.618,  201.621,  201.626, 
201.630,  201.632,  201.633  (retention: 

201.612) 

(f)  Operations  on  bottling  premises. 
To  keep,  as  prescribed  by  regulations, 
records  and  copies  of  applications,  affi¬ 
davits,  statements,  reports,  and  taxpay- 
meiit  forms  relating  to  transactions  and 
operations  on  bottling  premises,  in¬ 
cluding  the  rec^pt,  use,  and  disposition 
of  fiavoring  materials  and  of  taxpaid 
spirits  and  wines;  rectification  of  spirits 
and  wines ;  production  of  vodka  and  gin 
by  redistillation ;  packaging,  bottling,  and 
removal  of  rectified  and  unrectified 
spirits  and  wines;  tax  payment;  stamp¬ 
ing;  operational  losses;  volimtary  de¬ 
struction  of  spirits;  inventories;  and 
rebottling,  relabeling,  and  restamping 
operations. 

Retention  period:  Not  less  than  4 
years.  26  CFR  201.426,  201.427,  201.430, 
201.432,  201.435,  201.444,  201.446,  201.448, 
201.450,  201.451,  201.452,  201.454,  201.455, 
201.460,  201.463-201.466,  201.470, 201.482- 
201.484,  201.487,  201.490,  201.492,  201.551, 
201.562,  201.563,  201.611,  201.612,  201.614, 

201.616-201.618,  201.623,  201.624,  201.627, 
201.630,  201.632,  201.633  (retention: 

201.612) 

(g)  Taxpaid  storeroom  operations. 
To  keep  daily  records  of  the  receipt  and 
disposition  of  distilled  spirits  and  wines 
at  such  premises,  and  to  keep  copies  of 
monthly  reports  of  spirits  received  at 
and  removed  from  such  premises. 

Retention  period:  Not  less  than  4 
years.  26  CTR  201.611,  201.612,  201.614, 
201.616,  201.618,  201.625  (retention: 

201.612) 

4.141  Dealers  in  and  users  of  conifiletely 
denatured  alcohol. 

TO  keep  such  records  as  will  enable  an 
internal  revenue  officer  to  verify  and 
trace  the  rec^pt,  storage,  and  disposal  of 
such  alcohoL 

Retention  period:  3  to  6  years.  26 
CFR  211.118,  211.261,  211.273,  211.274 
(retention:  211.273) 

4.142  Manufacturers  of  and  dealers  in 
proprietary  anti-freeae  made  with 
completely  denatured  alcohol. 

To  keep  such  records  as  will  enable  an 
internal  revenue  officer  to  verify  and 
trace  the  production,  receipt,  storage, 
and  disposal  of  such  products. 

Retention  podod:  3  to  6  years.  26 
CFR  211.262, 211.273,  211.274  (retention: 
211.273) 


4k  143  Persons  recovering  completely 
denatured  alctdud  and  articles. 

To  keep  such  records  as  will  enable  an 
internal  revenue  officer  to  verify  and 
trace  recovery,  redenaturation  (if  any), 
and  reuse;  to  keep  copies  of  monthly 
reports. 

Retention  period:  3  to  6  years.  26 
CFR  211.212,  211.214,  211.215,  211.218 

211.263,  211.269,  211.273,  211.274  (reten- 
tion:  211.273) 

4.144  Dealers  in  specially  denatured 
spirits. 

To  keep  records  and  copies  of  all  ap¬ 
plications,  notices,  and  reports  reflecting 
details  of  procurement,  packaging,  losses, 
and  disposition  of  specially  denatured 
spirits. 

Retention  period:  3  to  6  years.  26 
CFR  211.139,  211.145,  211.148,  211.234, 
211.241,  211^243,  211.251-211.253,  211.255, 

211.264,  211.270,  211.272-211.274,  211.285 
(retention:  211.273) 

4.145  Users  of  specially  denatured 
spirits. 

To  keep  records  and  copies  of  all  ap¬ 
plications,  notices,  and  reports  reflect¬ 
ing*  details  of  (a)  specially  denatured 
spirits  received,  used,  recovered  (includ- 
big  redenaturation),  lost,  and  other¬ 
wise  disposed  of,  and  (b)  products  manu¬ 
factured  and  the  disposititm  of  such 
products. 

Retention  period:  3  to  6  years.  26 
CFR  211.168,  211.212,  211.214,  211.215, 
211.218,  211.241-211.243,  211.251-211.253, 
211.255,  211.265,  211.267,  211.271-211.274 
(retention:  211.273) 

4.146  Reprocessors,  repackagers  and 
bottlers  of  bay  rum,  skin  and  hair 
lotions,  and  similar  products  and 
purchasers  of  such  products  in  con¬ 
tainers  larger  than  1  gallon  for 
resale. 

To  keep  records  of  receipt,  manufac¬ 
ture,  packaging,  bottling,  and  sales. 

Retention  period:  3  to  6  years.  26 
CFR  211.265-211.267,  211.272-211.274 

(retention:  211.273) 

4.147  Deiders  in  and  users  of  proprie¬ 
tary  solvents  and  special  industrial 
solvents. 

To  keep  records  of  receipt,  use,  and 
disposition. 

Intention  period:  3  to  6  years.  26 
CFR  211.268,  211.272-211.274  (reten¬ 
tion:  211.273) 

4.148  Users  of  tax^ree  alcohed. 

To  ke^  records  and  copies  of  all  ap¬ 
plications,  notices,  and  reports  relating 
to  receipt,  use,  recovery  (including  res¬ 
toration)  .  losses,  and  inventories  of  tax- 
free  alcohol. 

Retention  period:  3  to  6  years.  26 
CFR  213.116,  213.134,  213.151-213.153, 
213.161-213.163,  213.165,  213.171-213.- 
176  (retention:  213.175) 

4.149  Proprietors  of  taxpaid  wine  bot¬ 
tling  houses. 

To  dceep  records  of  wine  received, 
bottled,  packaged,  and  removed,  and 
of  semiannual  and  special  inventories. 

Retention  period:  3  years.  26  CTR 
231.110-231.114  (retention:  231.114) 
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4.150  Persons  (other  than  proprietws 
of  iMHided  wine  cellars)  producing 
wine  f<Mr  family  use. 

To  keep  the  copy  of  the  registration 
(Form  1541),  with  production  data 
entered  thereon,  at  the  place  of  manu¬ 
facture. 

Retention  period:  Not  specified.  26 
CPR  240.542 

4.151  Universities,  colleges  of  learning, 
and  institutions  of  scientific  research 
authorized  to  conduct  wine  experi¬ 
mental  or  research  operations.  ~ 

To  keep  copies  of  approved  applica¬ 
tions  and  appropriate  records  of  experi¬ 
ments  and  research.  _ 

Retention  period:  3  to  6  years.  26  CFR 
240.546-240.549,  240.731,  240.732,  240.924 
(retention:  240.924) 

4.152  Proprietors  of  vinegar  plants  re¬ 
ceiving  vrine  free  of  tax  for  use  in 
manufacturing  vinegar. 

To  keep  records  showing  receipt  and 
use  of  wine,  and  vinegar  produced  and 
disposed  of. 

Retention  period:  Not  specified.  26 
CFR  240.656.  240.657 

4.153  Propri^ors  of  bonded  wine 
cellars. 

(a)  Production  of  wine,  distilling  ma¬ 
terial,  vinegar  stock,  and  commercial 
fruit  products.  To  keep,  as  prescribed 
by  regulations,  records  and  copies  of  all 
{^plications,  notices,  statements,  and 
reports  of  transactions  and  operations 
relating  to  the  receipt  and  use  or  other 
disposition  of  basic  winemaking  ma¬ 
terials  such  as  fruit  or  juice,  and  of 
sugar,  acids,  chemicals,  preservatives, 
distillates,  wine  spirits,  and  other  ma¬ 
terials  us^  in  production  of  wine  and 
allied  products  and  in  cellar  and  finish¬ 
ing  operations;  fermentation;  wine  in 
reserve;  baking;  use*  of  carbon  dioxide 
in  still  wines;  removal  of  excess  color 
in  white  wine;  reduction  of  acid  content; 
and  other  cellar  and  finishing  treatment 
of  wines. 

Retention  period:  3  to  6  years.  26 
CPR  240.362,  240.367,  240.369.  240.370, 
240.372.  240.375-240.379,  240.382-240.38S, 
240.402, 240.408,  240.409,  240.443, 240.484- 
240.487. 240.491.  240.525-240.527a.  240.532, 
240.537.  240.771.  240.773,  240.822,  240.826, 
240.832-240.834.  240.836,  240.837.  240.890, 
240.892.  240.900,  240.904,  240.906-240.911, 
240.913-240.919,  240.922-240.925  (reten¬ 
tion:  240.924) 

(b)  Storage  in  bond,  filling  bottles  and 
containers,  volimtary  destruction,  recon¬ 
ditioning  of  foreign  wine,  losses,  and 
inventories.  To  keep,  as  prescribe  by 
regulations,  records  and  copies  of  all  ap¬ 
plications,  notices,  and  reports  relating 
to  the  receipt  and  stori^e  of  wine  and 
wine  spirits  on  bonded  premises;  bottling, 
casing,  and  the  filling  of  containers; 
lossw  and  volimtary  destruction;  and 
semiannual  and  special  inventories. 

Retention  period:  3  to  6  years.  26 
CPR  240.534,  240.561,  240.751,  240.753, 
240.783,  240.786-240.789,  240.804,  240.854- 
240.858,  240.871,  240.900,  240.903,  240.912, 
240.913,  240.916,  240.922-240.925  (reten¬ 
tion:  240.924) 


(c)  Transfers  and  removals.  To  keep, 
as  required  by  regulations,  records  and 
copies  of  all  applications,  notices,  trans¬ 
fer  and  withdrawal  forms,  and  returns 
relating  to  wine  and  wine  spirits,  in¬ 
cluding  transfers  between  bonded  prem¬ 
ises,  return  of  wine  to  bonded  storage, 
taxpayment  and  removal,  withdrawal 
free  of  tax  and  without  payment  of  tax. 
disposition  of  lees  and  other  residues, 
and  the  disposition  of  commercial  fruit 
products  and  other  allied  products. 

Retention  period:  3  to  6  years.  26 
CFR  240.590-240.592.  240.600,  240.613- 
240.615,  240.618,  240.619,  240.630,  240.633. 
240.652,  240.660,  240.662,  240.672,  240.722, 
240.726,  240.730,  240.732,  240.741,  240.743, 
240.746,  240.761-240.763.  240.802,  240.804, 
240.839,  240.871,  240.892,  240.900-240.902, 
240.904,  240.920,  240.922-240.925  (reten¬ 
tion:  240.924) 

(d)  Taxpaid  storeroom  operations.  To 
keep  records  of  receipt  and  disposition. 

Retention  period:  3  to  6  years.  26 
CFR  240.801,  240.921-240.925  (retention: 
240.924) 

4.154  Brewers.  [Revised] 

To  keep,  as  required  by  regulations, 
records  and  copies  of  all  applications, 
statements,  notices,  tax  returns,  and 
reports  of  brewery  operations  and  trans¬ 
actions  relating  to  receipt  and  use  or 
disposition  of  brewing  materials;  pro¬ 
duction  of  beer  and  cereal  beverages; 
beer  entered  into  concentration  process; 
concentrate  produced,  received,  and 
used  in  reconstituting  beer;  beer  recon¬ 
stituted;  transfers  of  beer  and  beer  con¬ 
centrate  between  breweries  of  same  own¬ 
ership;  removals  of  yeast,  malt  syrup, 
and  other  articles;  removal  of  beer  unfit 
for  beverage  use;  racking  and  bottling 
operations;  losses;  volimtary  destruc¬ 
tion;  beer  returned  to  the  brewery;  beer 
procured  from  another  brewer;  removal 
of  cereal  beverage;  removal  of  beer  for 
sale  or  consumption;  removal  of  beer 
free  of  tax;  removal  of  beer  and  beer 
concentrate  without  payment  of  tax; 
beer  consumed  at  the  brewery;  and  in¬ 
ventories  of  brewing  materials,  beer  and 
cereal  beverage  in  process,  concentrate, 
and  finished  beer  and  cereal  beverage 
on  hand. 

Retention  period:  Not  less  than  4 
years.  26  CTH  245.135.  245.136,  245.145- 
245.148,  245.152,  245.153,  245.155,  245.- 
157,  245.158,  245.161,  245.205-245.208, 
245.210,  245.215,  245.225-245.227,  245.230. 
245.232,  245.233  245.243,  245.245  (reten¬ 
tion:  245.232) 

4.155  Proprietors  of  Ixmded  warehouses 
or  bonded  processing  rooms  in 
Puerto  Riro  withdrawing  spirits  of 
Puerto  Rican  manufacture  fw  ship¬ 
ment  to  the  United  States. 

To  keep  file  copies  of  Forms  2899, 2925, 
and  2630. 

Retention  period :  Not  less  than  2  years. 
26  CFR  250.79  (retention:  250.276) 

4.156  Proprietors  of  rectifying  plants 
in  Puerto  Rico  withdrawing  spirits 
of  Puerto  Rican  manufacture  for 
shipment  to  the  United  States. 

To  keep  file  copies  of  Forms  2925  and 
2926. 


Retention  period:  Not  less  than  2  years. 
26  CFR  250.85  (retention:  250.276) 

4.157  Proprietors  of  bonded  premises 
in  Puerto  Rico  withdrawing  wine  of 
Puerto  Rican  manufacture  for  ship¬ 
ment  to  the  United  States. 

To  keep  file  copies  of  Forms  2900  and 
2928. 

Retention  period:  Not  less  than  2 
years.  26  CFR  250.94  (retention: 
250.276) 

4.158  Proprietors  of  bonded  premises 
in  Puerto  Rico  withdrawing  beer  of 
Puerto  Rican  manufacture  for  ship¬ 
ment  to  the  United  States. 

*  /  To  keep  file  copies  of  Forms  2900  and 
2930. 

Retention  period:  Not  less  than  2 
years.  26  CFR  250.103  (retention: 
250.276) 

4.159  Shippers  of  liquors  and  articles  of 
Puerto  Rican  manufacture  to  the 
United  States. 

To  keep  file  copies  of  Form  487B. 
Retention  period:  Not  less  than  2  years. 
26  CFR  250.116  (retention:  250.276) 

'  4.160  Persons,  other  than  tourists, 
bringing  liquors  into  the  United 
States  from  Puerto  Rico  or  the  Virgin 
Islands  (except  proprietors  of  dis¬ 
tilled  spirits  plants). 

To  keep  records  and  copies  of  reports 
pertaining  to  receipt  and  disposition  of 
such  liquors  (except  while  in  customs 
custody)  in  accordance  with  26  CTTt  Part 
194  (Liquor  Dealer) . 

Retention  period:  At  least  2  years.  26 
CFR  250.163, 250.272  (retention:  194.242) 

4.161  Proprietors  of  distilled  spirits 
plants  bringing  liquws  into  the 
United  States  from  Puerto  Rico  or 
the  Virgin  Islands. 

To  keep  records  and  copies  of  reports 
of  transactions  pertaining  to  such  liquors 
in  ^accordance  with  26  CFR  Part  201 
(DistiUed  Spirits  Plants) . 

Retention  period:  Not  less  than  4 
years.  26  CFR  250.164,  250.273  (reten¬ 
tion:  201.612) 

4.162  Importers  bringing  bottled  dis¬ 
tilled  spirits  into  die  United  States 
from  the  Virgin  Islands. 

To  keep  daily  records  and  copies  of 
strip  stamp  reports. 

Retention  period:  Not  less  than  2 
years.  26  CFR  250.270,  250.271  (reten¬ 
tion:  250.276) 

4.163  Importers  of  distilled  spirits. 

To  keep  daily  records  and  copies  of 
strip  stamp  reports. 

Retention  period:  Not  less  than  2 
years.  26  CFR  251.130,  251.131  (reten¬ 
tion:  251.137) 

4.164  Importers  of  distilled  spirits, 
wines,  or  beer  (except  proprietors 
of  premises  qualified  under  the  pro¬ 
visions  of  Chapter  51, 1.R.C.). 

To  keep  records  and  copies  of  reports 
of  the  receipt  and  disposition  of  such 
liquors  (except  while  in  customs  custody) 
in  accordance  with  26  CFR  Part  194 
(Liquor  Dealers) . 
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Retention  period:  At  least  2  years.  26 
CFR  251.133  (retention:  251.137) 

4.165  Proprietew  •£  prcaiiaes  qnaBfied 
wider  the  prorwHMM  oi  Chapter  51, 
Internal  Rercsme  Code  importing 
liquor*. 

TP  keep  records  and  copies  of  reports 
of  transactions  in  accordance  with  the 
regulations  governing  the  operations  of 
such  premises. 

Retention  period:  Not  less  than  2 
years.  26  CFR  251.134  (retention: 
251.137) 

4.166  Importeirs  of  liquors. 

To  keep  records,  documents  or  copies  , 
of  documents  supporting  such  records, 
and  copies  of  reports  required  to  be  sub¬ 
mitted  to  the  assistant  regional  commis¬ 
sioner  or  to  the  collector  of  customs. 

Retention  period:  Not  less  than  2 
years.  26  CFR  251.136,  251.137  (reten¬ 
tion:  251.137) 

4.167  Proprietors  of  distilled  spirits 
plants  who  transfer  distilled  spirits 
from  customs  custody  to  their 
bonded  premises. 

To  keep  file  copies  of  Form  2609. 
Retention  period :  Not  less  than  2  years. 
26  CJll  251.172  (retention:  251.137) 

4.168  Proprietors  or  claimants  export¬ 
ing  liquors  under  the  provisions  of 
26  CFR  Part  252. 

To  keep  file  copies  of  all  export  forms 
Involved,  and  the  records,  documents,  or 
copies  of  the  records  and  documents 
supporting  such  forms. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.45 

4.169  Proprietors  of  distilled  spirits 
plants. 

(1)  To  keep  a  copy  of  each  Form  206 
(with  attached  Form  2630,  if  any) 
covering  distilled  spirits  withdrawn  with¬ 
out  pasrment  ot  tax  for  exportation,  use 
on  vessels  and  aircraft,  transfer  to  a 
foreign-trade  zone,  or  transfer  to  a 
manufacturing  bonded  warehouse,  and 
any  return  of  the  spirits  so  withdrawn  to 
the  distilled  spirits  plant. 

Retention  period:  Not  less  than  2 
years.  26  CFll  252.107,  252.118  (reten- 
Uon:  252.45) 

(2)  To  keep  a  copy  of  each  Form  206 
(with  attachments,  if  any)  covering  the 
withdrgyral  of  specially  denatured  spirits, 
free  of  tax.  for  exportation  or  transfer 
to  a  foreign-trade  zone,  and  any  return 
of  the  spirits  so  withdrawn  to  the  dis¬ 
tilled  spirits  plant. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.153  (retention: 

252.45) 

4.170  Proprietors  of  bonded  wine 
cellars. 

To  keep  a  copy  of  each  Form  206  cov¬ 
ering  the  withdrawal  of  wine  without 
payment  of  tax  for  exportation,  use  on 
vessels  and  aircraft,  or  transfer  to  a 
manufacturing  bonded  warehouse,  and 
any  return  of  the  wine  so  withdrawn  to 
the  bonded  wine  cellar. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.125,  252.133  (reten¬ 
tion:  252.45) 


4.171  Brewers.  [Revised] 

To  keep  a  copy  of  each  Form  1689 
coming  beer  removed  without  paymrat 
of  tax  for  use  as  supplies  on  vess^  and 
aircraft;  and  a  copy  of  ea<^  Form  1689 
covering  beer,  and  Form  3021  covering 
beer  concentrate,  removed  without  pay¬ 
ment  of  tax  for  exportati<m  or  transfer 
to  a  foreign-trade  zone,  and  any  return 
to  the  brewery  of  the  beer  or  bew  con¬ 
centrate  so  removed. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.145,  252.146,  252.- 
150f— 252.150h  (retention;  252.45) 

4.172  Proprietors  of  export  storage. 

To  keep  a  copy  of  each  Form  1656 
relating  to  trsmsfers  of  distilled  spirits. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.187,  252.188  (reten¬ 
tion:  252.45) 

4.173  Exporters  of  distilled  spirits  bot¬ 
tled  or  packaged,  w  restamped  and 
marked,  especially  for  export  with 
benefit  of  ^awba^. 

To  keep  a  copy  of  each  Form  1582 
(with  attachments,  if  any)  on  which 
claim  for  drawback  is  filed. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.195  (retention: 

252.45) 

4.174  Exporters  of  wine. 

To  keep  a  copy  of  each  Form  1582-A 
on  which  claim  for  drawback  is  filed  and 
the  supporting  tax  certification  Form 
2605. 

Retention  period:  Not  less  ttian  2 
years.  26  CFR  252.215,  252.218  (reten¬ 
tion:  252.45) 

4.175  Brewers. 

To  keep  a  copy  of  each  Form  1582-B 
on  which  a  claim  for  drawback  is  filed. 

Retention  period:  Not  less  than  2 
years.  26  CFR  252.225-252.227  (reten¬ 
tion:  252.45) 

4.176  .  Airlines  withdrawing  distUled 
spirits  or  wines  from  its  stock  held 
in  customs  custody. 

To  keep  a  copy  of  each  requisition. 
Retention  period;  Not  less  than  2 
years.  26  CFR  252.280  (retention: 

252.45) 

Tobacco 

4.177  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  authorizations  to  employ 
alternate  metiiods  or  procedures,  to  em¬ 
ploy  emergency  variations  from  require¬ 
ments.  to  remove  tobacco  products  in 
bond  for  experimental  purposes,  to  ship 
tobacco  materials  for  experimental  or 
display  purposes,  and  to  destroy  tobacco 
materials  and  tobacco  products  without 
supervision. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  operation 
under  the  authorization  is  concluded. 
26  CFR  270.45,  270.46,  270.232,  270.253, 
270.262.270.264  (retention:  270.185) 

4.178  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  receipted  copy  of  each  semi¬ 
monthly  tax  return.  Form  3071,  and  of 
each  prepayment  tax  return.  Form  2617. 


Retention  period:  3  years  fdUowing 
close  of  calendar  year  in  which  filed. 
26  C¥R  270.162,  270.167  (retention: 
270.185) 

4.179  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  daily  records  of  his  opera¬ 
tions.  either  commercial  records  or  in¬ 
ternal  revenue  Forms  3063,  3064,  3065,  or 
3066,  together  with  auxiliary  smd  supple¬ 
mental  records  from  which  such  records 
are  compiled,  supporting  records  of  to¬ 
bacco  products  removed  subject  to  tax. 
and  separate  records  with  respect  to 
Puerto  Rican  tobacco  products  released 
from  customs  custody,  without  payment 
of  tax. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  270.181,  270.184,  275.139  (reten¬ 
tion:  270.185,275.22) 

4.180  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  a  copy  of  each  verified  inven¬ 
tory.  Form  3067,  made. 

Retention  period:  3  years  following 
the  close  of  calendar  year  in  which  made. 
26  CFR  270.201  (retention:  270.185) 

4.181  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  a  copy  of  each  monthly  report, 
Fkmn  3068,  together  with  copy  of  any 
supplemental  report  covering  tobacco 
products  of  Puerto  Rican  manufacture. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  filed. 
26  CFR  270702,  275.141  (retention: 
270.185,  275.22) 

4.182  Blanufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  a  copy  of  each  claim  for  abate¬ 
ment  or  refund.  Form  843,  and  of  each 
claim  for  allowance  or  remission.  Form 
2635,  together  with  any  verified  support¬ 
ing  sdiedules.  Form  3069. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  filed.  26 
CFR  270781,  270.282,  270.283,  270.284 
(retention:  270.185) 

■4.183  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  a  copy  of  each  notice  of  re¬ 
lease,  Form  2145,  Form  3072,  customs 
form,  or  written  certification  (as  the  case 
may  be)  covering  the  release  of  imported 
or  Puerto  Rican  tobacco  products,  ciga¬ 
rette  papers  and  tubes,  and  tobacco  ma¬ 
terials,  from  customs  custody,  without 
pasrment  of  tax. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  275.86,  275.91,  275.137,  275.145 
(retention:  275.22) 

4.184  Manufacturers  of  tobacco  prod¬ 
ucts. 

To  keep  a  copy  of  each  notice  of  re¬ 
moval,  Form  2149,  covering  shipment  of 
tobacco  products  removed,  without  pay¬ 
ment  of  tax,  for  export,  and  notice  of 
removal.  Form  2160,  covering  the  return 
of  such  products  to  the  factory. 

Retention  period:  2  years  following 
close  of  calendar  year  in  which  shipmej^ 
was  removed  or  received.  26  CIFR 
290.199,  290.201 
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4.185  Manufacturers  of  tobacco  prod* 
ucts. 

To  keep  a  supporting  record  showing 
appropi^to  entries  with  respect  to  re¬ 
movals  of  tobacco  products,  without  pay¬ 
ment  of  tax,  for  use  of  the  United  States. 

Retention  period:  3  years  following 
close  of  year  in  which  removal  was 
made.  26  CFR  295.51 

4.186  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  copy  of  each  notice  of  re¬ 
lease,  Form  2145  or  Form  3072,  covering 
the  release  of  imported  or  Puerto  Rican 
cigarette  papers  and  tubes  from  customs 
cusWy,  without  pasrment  of  tax. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  275.86,  275.137  (retention: 
275.22) 

4.187  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  receipted  copy  of  each 
monthly  tax  return.  Form  2137. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  285.25  (retention:  285.31) 

4.188  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  authorizations  to  employ 
alternate  methods  or  procedures  and  to 
employ  emergency  variations  from  re¬ 
quirements. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  operation 
under  the  authorization  is  concluded.  26 
CFR  285.34a,  285.35  (retention:  285.31) 

4.189  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  copy  of  each  verified  inven¬ 
tory.  Form  2132,  made. 

Retention  period:  3  years  following 
dose  of  calendar  year  in  which  made. 
26  CFR  285.91  (retention:  285.31) 

4.190  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  daily  records  of  his  operations 
and  transactions,  and  also  separate  rec¬ 
ords  with  respect  to  Puerto  Rican  ciga¬ 
rette  papers  and  tubes  released  from 
customs  custody,  without  payment  of 
tax. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  275.139,  285.101  (retention: 

275.22. 285.31) 

4.191  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  copy  of  each  r^?ort.  Form 
2138,  together  with  copy  of  any  supple¬ 
mental  report  covering  cigarette  papers 
and  tubes  of  Puerto  Rican  manufacture. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  filed. 
26  CFR  275.141,  285.111  (retention: 

275.22. 285.31) 

4*192  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  copy  of  each  claim  for 
abatement  or  refimd,  Form  843,  and  of 
claim  for  allowance  or  remission. 
Form  2635,  together  wlUi  any  verified 
supporting  schedules.  Form  3069. 


Retention  period:  3  years  following 
close  of  calendar  year  in  which  filed. 
26  CFR  286.171,  285.172,  285.173.  285.174 
(retention:  285.175) 

4.193  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  copy  of  each  notice  of  re¬ 
moval,  Form  2149,  covering  shipment  of 
cigarette  papers  and  tubes  removed, 
without  payment  of  tax,  for  export,  and 
notice  of  removal.  Form  2150,  covering 
the  return  of  such  articles  to  the  factory. 

Retention  period:  2  years  following 
close  of  calendar  year  in  which  ship- 
ment  was  removed  or  received.  26  CFR 
290.199,  290.201 

4.194  Manufacturers  of  cigarette  papers 
and  tubes. 

To  keep  a  supporting  record  showing 
appropriate  entries  with  respect  to  re¬ 
movals  of  cigarette  papers  and  tubes, 
without  pasrment  of  tax,  for  use  of  the 
United  States. 

Retention  period:  3  years  following 
close  of  year  in  which  removal  was  made. 
26  (7FR  295.51 

4.195  Dealers  in  tobacco  materials. 

To  keep  a  copy  of  each  customs  form 
or  written  certification  by  which  release 
from  customs  custody  of  imported  or 
Puerto  Rican  tobacco  materials,  without 
payment  of  tax,  is  ^ected. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  275.91,  275.145  (retention: 
275.22) 

4.196  Dealers  in  tobacco  materials. 

To  keep  authorizations  to  employ  al¬ 
ternate  methods  or  procedures  and  to 
employ  emergency  variations  from 
requirements. 

Retention  period:  2  years  following 
close  of  year  in  which  operation  imder 
the  authorization  is  concluded.  26  C:tr 
280.43,  280.43a  (retention:  280.127) 

4.197  Dealers  in  tobacco  materials. 

To  keep  a  record  of  tobacco  materials 
received,  lost  or  destroyed,  and  shipped 
or  delivered. 

Retention  period:  2  years  after  close 
of  year  covered  in  the  record.  26  C3FR 
280.127 

4.198  Dealers  in  tobacco  naaterials. 

To  keep  copy  of  shipper’s  export  dec¬ 
laration,  Commerce  Form  7525-V  and 
Post  Office  Department  Form  3817,  cov¬ 
erings  shipments  of  tobacco  materials  for 
export. 

Retention  period:  2  years  following 
close  of  calendar  year  in  which  shipment 
was  made.  26  CTR  290.171,  290.172 

4.199  Importers  of  tobacco  materials, 
tobacco  products,  and  cigarette 
papers  and  tubes. 

To  keep  authorizations  to  employ  al¬ 
ternate  methods  or  procedures  and  to 
employ  emergency  variations  from 
requirements. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  opera¬ 
tion  imder  the  authorization  is  con¬ 
cluded.  26  CFR  275.26,  275.27  (reten¬ 
tion:  275.22) 


4.200  Persons  filing  claims  for  tax  as¬ 
sessed  or  paid  on  imported  udtacco 
products  and  cigarette  papers  and 
tubes. 

To  keep  a  copy  of  each  claim  for  abate¬ 
ment  or  refund.  Form  843,  together  with 
verified  supporting  schedules.  Form 
3069. 

Retention  period:  3  years  following 
close  of  calendar  year  in  which  filed.  26 
CFR  275.161,  275.163  (retention:  275.22) 

4.201  Farmer^s  or  grower^s  agents  and 
associations  of  farmers  or  growers  of 
leaf  tobacco. 

To  keep  records.of  all  receipts  and  sales 
of  tobacco. 

Retention  period:  2  years  following 
close  of  year  covered  in  such  r^rds.  26 
CFR  280.52,  280.53 

4.202  Proprietors  of  bonded  internal 
revenue  tobacco  export  warehouses. 

To  keep  complete  and  adequate  daily 
records  of  operations  of  his  warehouse, 
with  a  copy  of  each  notice  of  removal. 
Forms  2149  and  2150,  covering  receipt  of 
tobacco  articles  from  a  manufacturer, 
another  export  warehouse,  or  customs 
warehouse  proprietor,  and  of  each  Form 
2150  covering  tobacco  articles  removed 
from  his  warehouse. 

Retention  period:  2  years  following' 
close  of  calendar  year  in  which  shipment 
was  removed  or  received.  26  CFR 
290.142,  290.199.  290.200 

4.203  Proprietors  of  bonded  internal 
revenue  tobacco  export  warehouses. 

To  keep  a  copy  of  each  inventory  made. 
Retention  period:  2  years  following 
close  of  calendar  year  in  which  made. 
26  CFR  290.143 

4.204  Proprietors  of  bonded  internal 
revenue  tobacco  exp<Mrt  warehouses. 

To  keep  a  copy  of  each  monthly  report. 
Form  2140. 

Retention  period:  2  years  following 
close  of  calendar  year  in  which  filed. 
26  CFR  290.147 

4.205  Proprietors  of  customs  bonded 
manufacturing  warehouse,  class  6. 

To  keep  a  copy  of  each  notice  of  re¬ 
moval  of  cigars.  Form  2149,  withdrawn 
from  the  customs  warehouse,  without 
pa3mient  of  tax  for  export,  and  of  each 
notice  of  removal.  Forms  2149  and  2150, 
relating  to  the  return  of  cigars  to  the 
customs  warehouse. 

Retention  period:  2  years  following 
close  of  calendar  year  in  which  shipment 
was  withdrawn  or  receiffed.  26  CFR 
290.257,  290.266,  290.267 

Fibearms 

4.206  Persons  responsible  for  returns 
and  payment  of  tax  on  sales  of  pistols 
and  revolvers. 

To  keep  such  records  and  memoranda 
as  will  clearly  show  the  amount  of  the 
sales  of  pistols  and  revolvers  for  eaoh 
month;  evidence  of  the  right  to  exemp¬ 
tion  from  the  tax;  and  a  complete  and 
detailed  record  of  overpasunents  for 
which  credits  are  taken.  A  duplicate  of 
the  return  shall  also  be  kept. 

Retention  period:  4  years  from  the 
date  the  tax  becomes  due  and,  with  re- 
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spect  to  eredits.  4  years  from  the  date 
the  credit  is  taken.  26  CFR  (1939) 
302.9.  302.12,  302.15 

4.207  Penons  making  exports  of  pistols 
and  rerolrers. 

(a)  Manuiacturers  telling  pistols  and 
revolvers  for  export  and  in  due  course  so 
exports.  To  preserve  the  orders  or 
contracts  of  sale,  and  certificates  with 
respect  to  shipment  to  a  foreign  destina¬ 
tion,  and  “proofs  of  exportation.” 

(b)  Persons,  other  than  manufacture 
ers,  exporting  pistols  and  revolvers.  To 
carefully  preserve  in  their  own  files 
copies  of  export  bills  of  lading  or  other 
shipping  documents  and  all  other  papers 
bearing  on  the  transactions. 

Retention  period:  Not  specified.  26 
CFR  (1939)  302.16.  302.17,  302.18 

4.208  '  Licensed  firearms  manufacturers 
and  dealers. 

To  maintain  complete  and  adequate 
records  reflecting  the  production  or  re¬ 
ceipt  (whether  by  importation,  acquisi¬ 
tion  from  other  licensees,  or  otherwise) . 
and  the  disposition,  at  wholesale  or  re¬ 
tail.  of  all  firearms  (including  firearms 
in  an  unassembled  condition)  received  or 
disposed  of  in  the  course  of  business. 

Retention  period:  10  years  from  date 
transaction  occurs.  Upon  discontinu¬ 
ance  of  business  records  must  be  deliv¬ 
ered  to  successor,  or,  if  discontlnuanee 
of  the  business  is  absolute,  to  Director, 
Alcohol  and  Tobacco  Tax  Division.  26 
CFR  177.51 

4.209  Af^icants  for  exemption  from 
firearms  transfer  tax. 

To  retain  a  duplicate  copy  of  the  ap¬ 
plication  for  exemption,  giving  a  descrip¬ 
tion  of  the  firearm,  names  and  addresses 
of  transferor  and  transferee,  date  of 
transfer,  basis  of  exemption,  and  any 
other  evidence  the  Director,  Alcohol  and 
Tobacco  Tax  Division,  may  require. 

Retention  period:  Not  specified  for 
transferor.  Transferee  retains  for  dura- 
tion  of  his  ownership  of  firearm.  26  CFR 
179.105 

4.210  Manufacturers,  importers,  or 
dealers  in  firearms  (including  pawn¬ 
brokers). 

To  keep  records  showing  (a)  the  man¬ 
ufacture,  receipt,  transfer  or  other  dis¬ 
position  of  all  firearms  taxable  under  the 
Internal  Revenue  Code,  (b)  date  of  such 
manufacture,  receipt,  transferor  disposi¬ 
tion.  (c)  the  number,  model,  and  trade 
name  or  othfr  mark  identifying  each 
firearm,  (d)  the  name  and  address  of 
the  person  to  whom  any  firearm  is  trans¬ 
ferred. 

Retention  period:  At  least  4  years  from 
date  of  disposition  of  the  firearm.  26 
CFR  179.150 

4.211  Manufacturers,  imjrorters,  and 
dealers  of  firearms  (induding  pawn¬ 
brokers)  making  returns  on  the  man¬ 
ufacture,  receipt,  transfa*,  or  othw 
dispoMtion  of  fmarms. 

To  keep  duplicate  copy  of  the  return, 
whether  of  individual  transaction  or  a 
daily  summary  of  transactions. 

Retention  period:  At  least  4  years.  26 
CFR  179.151 


5.  Office  of  Foreign  Assets  Control 

5.1  Peri  QMS  CfUBiged  in  traasaelkim 
subject  to  Foreign  Assets  Control 
Regulations,  Transaction  Control 
Regulations  and  Cuban  Assets  Con- 
tr<d  Regulations.  [Revised] 

To  keep  a  ftiU  record  of  each  transac- 
tion  subject  to  the  provisions  of  31  CFR 
Ch.  V,  whether  effected  pursuant  to  li¬ 
cense  or  not. 

Retention  period:  Shall  be  availaUe 
for  examination  at  least  2  years  after 
date  of  transaction.  31  CTFR  500.601, 
500.804,  505.40,  505.60,  515.601,  515.804 

6.  Office  of  Domestic  Gold  and  Silver 
Operations 

6.1  Persons  authorized  by  license  or  by 
31  CFR  54.18  or  54.21  to  acquire, 
hold,  process,  and  dispose  of  gold. 

To  keep  full  and  accurate  records  of 
all  operations  and  transactions  respect¬ 
ing  gold,  including  the  name,  address, 
and  Treasury  gold  license  number  of  each 
person  from  whom  it  is  acquired  or  to 
whom  it  is  delivered  (or,  when  no  Treas¬ 
ury  gold  license  is  held,  the  section  of 
regulations  in  this  part  pursuant  to 
which  the  gold  was  held  or  acquired  by 
such  person) ,  the  amount,  date,  descrip¬ 
tion  and  purchase  or  sales  price  of  each 
acquisition  and  delivery,  any  other 
papers  and  records*  required  to  be  kept 
by  a  Treasury  Department  gold  license, 
and  costs  and  expenses  in  computation 
of  total  domestic  value  of  articles  of 
fabricated  or  semiprocessed  gold. 

Retention  period:  Until  end  of  the  fifth 
calendar  year  (or  fifth  fiscal  year,  if 
accounts  are  so  maintained).  31  CFR 
54.26 

6.2  Licensed  importers  of  gold-bearing 
materials  for  reexport  of  gold  re¬ 
fined  therefrom. 

To  cause  to  be  kept  at  the  plant  of  first 
treatment  an  exact  record  of  percentages 
and  weights  as  specified,  for  each  impor¬ 
tation,  an  attested  copy  of  such  record 
to  be  filed  with  the  assay  office  at  New 
York  or  the  mint  at  San  Francisco, 
whichever  is  designated. 

Retention  period:  At  least  1  year  after 
date  of  disposition  of  gold.  31  CFR  54.32 

6.3  [Deleted] 

7.  Bureau  of  Narcotics 

7.1  Importers  of  crude  opium  or  coca 
leaves. 

To  keep  quintuplicate  copy  of  permit 
to  import.  _ 

Retention  period:  2  years.  21  CFR 
302.10  (retention:  26  U.S.C.  (IR.C.  1954) 
4705) 

7.2  Exporters  of  narcotic  drugs. 

To  keep  triplicate  C(4>y  cl  export 
permit.  _ 

Retention  period:  2  years.  21  CFR 
302.21  (retention:  26  U.S.C.  (IR.C.  1954) 
4705) 

7.3  Exporters  of  narcotic  drugs. 

To  keep  a  record  of  any  serial  numbers 
that  might  appear  on  packages  of  nar¬ 
cotic  drugs  in  quantities  of  one  ounce  or 
more  in  such  manner  as  will  identify  the 
foreign  consignee. 


Retention  period:  Permanent.  21  CFR 
802.27  (retention:  26  CFR  151.182) 

7.4  Importers  of  special  coca  leaves. 

To  keep  duplicate  copy  of  quarterly  re¬ 
turn  accounting  for  all  transactions  in¬ 
volving  such  leaves  or  substances  derived 
therefrom  containing  narcotic  drugs. 

Retention  period:  2  years.  21  CFR 
302.46  (retention:  26  U^S.C.  (IR.C.  1954) 
4705) 

7.5  Registrants  surrendering  heroin  to 
Commissioner  of  Narcotics. 

To  keep  duplicate  copy  of  inventory  of 
heroin  shipped. 

Retention  period:  2  years.  21  CFR 
306.2 

7.6  Forfeiture  of  narcotic  drugs. 

To  keep  triplicate  copy  of  Inventory 
made  at  time  of  confiscation  of  narcotic 
drugs. 

Retention  period:  Not  less  than  2 
years.  21  CFR  307.112 

7.7  Manufacture  of  narcotic  {H^cursors. 

To  keep  a  record  of  the  quantity  of 
precursors  manufactured  or  otherwise 
acquired. 

Retention  p^od:  Not  less  than  2 
years.  21  CTR  307.141 

8.  Bureau  of  the  Public  Debt 

8.1  Ranks  receiving  bearer  securities 
tor  restrictive  endorsement. 

To  retain  the  original  and  triplicate 
copies  of  Usts  of  securities  presented  to 
the  Federal  Reserve  Bank  or  Treasurer 
of  the  United  States  and  photographic 
reproductions  of  the  endorsed  securities, 
when  made  by  the  banks  for  their  own 
protection,  the  original  copy  of  the  list 
and  prints  of  any  photographic  repro¬ 
ductions  made  to  be  used  to  support  an\ 
application  for  relief  on  account  of  loss, 
theft,  or  destruction  of  widorsed  securi¬ 
ties,  as  provided  in  31  CFR  328.7. 

Retention  period:  Until  the  transac¬ 
tion  is  completed  by  receipt  of  payment 
or  receipt  of  the  securities  issued  in  ex¬ 
change.  31  CFR  328.5 

8.2  Treasury  savings  stamp  agents  sell¬ 
ing  U.S.  savings  stamps  in  schools. 

To  keep  (a)  cancelled  receipts  re¬ 
turned  by  post  office  covering  stamps  ob¬ 
tained  and  fully  accoimted  for  and  (b) 
original  and  duplicate  copy  of  monthly 
record  of  unsold  stamps  and/or  proceeds 
of  stamps  sales  shipped  or  otherwise  de¬ 
livered  to  the  post  office  during  month 
(Form  PD  2950). 

Retention  period:  (a)  1  calendar 

month  after  receipt  is  returned  and  (b)  1 
calendar  month  after  date  last  shipment 
is  recorded  on  monthly  record  or.  If 
stamps  or  proceeds  of  stamp  sales  are 
lost,  stolen,  or  destroyed  in  transit  or 
for  other  reason  stamps  are  not  ac¬ 
counted  for  in  fun,  1  calendar  month 
after  d^ciency  is  removed.  31  CFR  338.9 

9.  United  States  Coast  Guard 

9.1  (Certificates  or  documents  issued  by 
Coast  Guard. 

Certificates  or  documents  issued  to  the 
public,  as  required  by  laws,  rules,  or  reg¬ 
ulations,  shall  be  r^ained  for  the  ap* 
plicable  period  of  time. 
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Retention  period:  If  the  certificate  or 
document  (a)  VMcifies  a  definite  period 
of  time  for  which  it  ia  valid,  it  shall  be 
retained  for  so  long  as  it  is  valid  unless 
itis  required  to  be  surrendered;  (b)  does 
not  a  definite  period  of  time  for 

which  it  is  valid,  it  shall  be  retained  for 
that  period  of  time  such  certificate  or 
document  is  required  for  operation  of 
the  vessel;  or,  (c)  is  evidence  (A  a  per- 
ton’s  qualifications,  it  shall  be  retained 
for  so  long  as  it  is  valid  unless  it  is 
required  to  be  surrendered.  46  CFR  . 
2.95-1 

9.2  Owners,  masters  or  persons  in  charge 
of  Tessels  required  to  have  cargo  gear 
certificates  and/or  registers,  and 
records  regarding  such  gear. 

To  keep  on  board  the  current,  valid 
cargo  gear  certificate  and/or  register, 
and  records  regarding  such  gear,  such 
as  insi^tions  and  tests  or  examinations, 
miginal  or  certified  coides  of  certificates 
(tf  manufacturers  and/or  testing  labora¬ 
tories,  companies,  or  organizations. fw 
loose  cargo  gear,  wire  rope,' or  the  an¬ 
nealing  of  gear,  and  records  of  all  tests 
and  examinations  conducted  by  or  under 
the  supervision  of  surveyors  of  organi¬ 
sations  or  associations  approved  by  the 
Commandant. 

Retention  period:  The  cargo  gear  cer¬ 
tificate  and/or  register  shall  be  retsdned 
for  so  long  as  it  is  valid  unless  it  is  re- 
qi^d  to  be  surrendered,  and  in  stddition 
until  the  next  Coast  Guard  inspection  for 
certification  of  the  vessel.  The  certifi¬ 
cates  of  manufacturers  and/or  testing 
laboratories,  compsmies,  or  organizations 
shall  be  maintained  so  long  aa  the  gear 
described  in  such  certificates  Is  on  board 
the  vessel.  The  records  of  inspections  by 
ship’s  officers  shall  be  maintained  on  the 
vessel  for  that  period  of  time  which 
agrees  with  the  period  covered  by  the 
current  Coast  Guard  certificate  of  In- 
spection  issued  to  the  vessel.  46  CFR 
31.10-16,  31.37-75,  71.25-25,  71.47-75, 
91.25-25,  91.37-75  (retention;  2.95-5) 

9.3  Owner*,  masters,  or  perstms  in 
charge  of  vessels  required  to  have 
performed  tests  and  inspectUpu  of 
all  firefif^iting  eqnipmmt. 

To  keep  m  board  records  of  required 
tests  and  inspections  of  all  firefighting 
equipment. 

Retention  period:  Shall  be  kept  for  the 
period  of  validity  of  the  current  Coast 
Guard  certificate  of  inspection  for  the 
vessel  46  CFR  31.10-18,  78.17-80,  97.- 
15-60 

9.4  Owners,  masters  or  persons  in 
charge  of  new  vessels  having  cargo 
gear  described  in  approved  plans. 

To  keep  on  board  a  mt  of  approved 
plans  of  cargo  gear  showing  a  stress 
diagram  with  the  principal  details  of  the 
gear  and  a  diagram  showing  arrange¬ 
ment  and  safe  working  loads. 

Retention  period:  During  period  such 
cargo  gear  is  on  board  vessel  46  CFR 

31.37- 15,  31.37-20,  71.47-15,  71.47-20, 

91.37- 15,  91.37-20  (retention:  2.95-5) 

9.5  Masters  of  tank  vessels  or  vessels 
towing  tank  barges  transporting  in¬ 
flammable  or  combustible  cargo. 

*10  keep  on  board  a  bill  of  lading  mani- 
iMt  or  shipping  document  giving  name 
i  consignee  and  the  delivery  point,  the 
No.  45— pt.  n — 7 


kind,  grades,  and  approximate  quantity 
of  each  kind  and  grade  of  cargo,  and  for 
whose  account  the  cargo  is  being 
handled. 

Retention  period:  During  period  of 
transportation  or  storage.  46  CFR 
35.01-10  (retention:  2J5-5) 

9.6  Masters  or  persons  in  charge  of  ves¬ 
sels  requirea  to  conduct  fire  and  life¬ 
boat  drills  to  log  such  drills. 

To  make  entries  in  the  ship’s  Ic^s  re¬ 
lating  to  the  fire  and  lifdDoat  drills  and 
examinations  of  emergency  equipment. 

Retention  period:  Until  official  log 
book  is  required  to  be  surrendered  to  ttie 
Coast  Guard,  <»:  for  a  vessel  not  required 
to  use  the  official  log  hook  such  logs  shall 
be  kept  for  a  period  of  one  year  after 
date  entries  were  made.  46  CFR  35.07-6, 
35.07-10,  35^0-5,  78.17-60,  78.37-3,  78.- 
37-5,  97.15-35,  97.35-3,  97.35-5 

9.7  Owners,  agents,  masters,  or  persons 
in  duuge  of  vessels  involved  in 
marine  casualties. 

To  keep  such  voyage  records  of  the  ves¬ 
sel  as  are  nminfadned  by  the  vessel,  such 
as  both  rough  and  smooth  deck  and 
engine  room  logs,  bell  boiflcs,  navigation 
charts,  navigation  work  books,  conu;)ass 
deviation  cards,  gyro  conu;)ass  records, 
stowage  plans,  records  of  draft,  aids  to 
mariners,  radiograms  sent  and  received, 
the  radio  log,  and  .crew  and  passenger 
lists. 

Retention  period:  Until  notification  of 
completion  of  investigation  is  received 
from  Coast  Guard.  46  CFR  35.15-1, 
78.07-15,  97.07-15,  136.05-15,  167.65-65 

9.8  Masters  or  senior  deck  officer  of 
tank  ships  in  diarge  of  transfer  of 
inflammable  and  combustible  cargo. 

To  keep  on  board  copy  of  Declaration 
of  Inspection  Prior  to  Bulk  Cargo 
Transfer. 

Retention  period:  During  period 
transportation  or  storage.  46  CFR 
35.35-30 

9.9  Fabricators  to  keep  welders*  cpialifi- 
cation  test  records. 

To  maintain  quahfieation  test  records 
with  identification  data. 

Retention  period:  For  period  of  valid- 
ity  of  welder’s  certificate.  46  CFR  56.01- 
10  (retention:  2.95-5) 

9.10  Ownmv,  masters,  or  persons  in 
charge  of  nuclear  vessels  reqpnred  to 
have  **Operating  Manuals.** 

TO  keep  on  board  a  copy  of  the  ap¬ 
proved  “Operating  Manual,’’  which  shall 
be  kept  up  to  date. 

Retention  period:  At  all  times  vessel 
has  a  nuclear  reactor  on  board.  46  CTR 
57.30-35 

9.11  Masters  of  passenger  vessels  other 
than  tihose  making  foreign  or  inter¬ 
coastal  voyages. 

To  have  official  log  book  (or  equiva¬ 
lent)  available  for  review  by  Coast  Guard 
Inspectors. 

Retention  period:  At  least  1  year  after 
last  date  to  which  record  refers.  46 
CFR  78.37-3 

9.12  Masters  of  passenger  vess^  where 
an  official  log  book  is  not  required 
(except  ferry  vessels) . 

To  keep  a  record  of  the  correct  count 
of  all  passengers  received  and  delivered 


from  day  to  day.  This  record  shall  be 
open  to  inspeetionby  the  Coast  Guard  at 
all  ^nee. 

Retention  period:  1  year  after  date  to 
which  the  records  refer.  46  CTR  7827- 
10 

9.13  Owners,  masters,  or  persons  in 
charge  of  passenger  vessels  required 
to  display  plans. 

To  ke^  on  board  a  vessel  of  1,000 
gross  tons  and  over,  and  a  vessel  of  any 
tonnage  on  an  international  vosrage  for 
guidance  of  ofBcer  in  charge  the  gene^ 
arrangement  plans. 

Retention  period:  At  all  times  vessel 
is  in  navigation.  46  CFR  78.45-1 

9.14  Masters  of  cargo  and  miscellaneous 
vessels  other  than  those  making  for¬ 
eign  or  intercoastal  voyages. 

To  have  official  log  book  (or  equiva¬ 
lent)  available  lex  review  by  Ckwust 
Guard  Inspectors. 

Retention  period:  At  least  1  s^car  after 
last  date  to  which  record  refers.  46  CFR 
97.35-3 

9.15  Masters  of  vess^  storing  explosives 
for  a  period  exreeding  24  hours 
(other  than  barges  and  magazine 
vessels). 

To  keep  records  of  temperature 
readings.  * 

Retention  pertod:  1  year.  46  CFR 
146.02-12 

9.16  Owners  of  vessels. 

To  keep  shipping  orders,  manifests,  or 
other  shipping  documents,  cargo  lists, 
cargo  stowage  plans,  reports,  papers,  and 
records  as  required  to  be  prepared,  unless 
persons  or  corporations  charter  or  en¬ 
gage  or  contract  for  the  use  of  these 
vessels  under  such  terms  and  conditions 
that  they  have  full  and  exclusive  control 
of  the  management  and  operation  of 

such  vessels.  _ 

Retention  period:  1  year.  46  CFR 
146.02-22 

9.17  PersoBS  or  corporathms  chartering 
or  engaging  or  contracting  for  the 
use  of  vessels  under  such  terms  and 
conditions  that  ffiey  have  fufi  and 
exclusive  control  'of  the  management 
and  operation  thereof . 

To  keep  shipping  orders,  manifests,  ex 
other  shipping  documents,  cargo  Usts, 
cargo  stowage  plans,  reports,  papers  and 

records  as  required  to  be  prepared.  _ 

Retention  period:  1  srear.  46  CTR 
146.02-22 

9.18  Vessel  operators. 

To  keep  ctvles  of  delivery  receipts 
covering  domestic  deliveries  and  expor¬ 
tation  of  explosives  or  other  dangerous 
articles  or  substances,  smd  combustible 

liquids.  _ 

Retention  period:  1  year.  46  CTR 
146.05-12,  146.05-13 

9.19  Owners,  charterers,  agento,  or 
masters  of  vessels. 

To  keep  memoranda  describing  the 
shipments  of  explosives  or  other  danger¬ 
ous  articles  or  substances,  and  combusti- 
<  ble  liquids  being  transported,  conveyed 

or  stored  on  board  vessels.  _ 

Retentt(m  period:  1  year.  46  CTR 
146.05-12 


3078 


RULES  AND  REGULATIONS 


9.20  Maalm  of  tcmcIi  tnmsportiiig  or 
■torinf  ex|dorhrM  or  other  dangeroar 
ardclee  or  nilMtances,  and  comhuad- 
^  Uqvidi,  as  cargo. 

To  keep  on  board  dangerous  cargo 
manifesto  or  lists. 

Retontloa  period:  During  the  period 
oi  transpcMtation  or  storage.  46  CFR 
146.06-12 

9.21  Owners,  diarterers,  or  agents  of 
ressels  tranqxHting  or  storing  ex¬ 
plosives  or  other  dangwoos  articles 
or  snbstanees,  and  combustible 
liquids,  as  cargo. 

To  keep  ashore  copies  of  dangerous 
cargo  manifests  or  lists.  _ 

Retention  period:  1  year.  46  CFR 
146.06-18  (retention:  146.02-22) 

9.22  Vessel  owners,  charterers,  or 
agents. 

To  keep  ashore  copies  of  cargo  stowage 
plans  or  lists.  _ 

Retention  period:  1  year.  46  CFR 
146.06-19  (retention:  146.02-22) 

9.23  Manufacturers  of  equipment  (Mr 
material  vdikdi  must  be  a^roved  or 
found  satisfactory  for  use.  ' 

To  keep  the  required  drawings,  plans, 
blueprints,  specifications,  production 
models  (if  any) ,  qualification  tests,  and 
related  correspondence  containing  evi¬ 
dence  that  the  Coast  Guard  has  found 
such  equipment  satisfactory,  during  the 
period  of  time  the  approval  or  listing 
is  valid. 

Retention  period:  Not  specified. 
Most  of  the  specifications  containing  de¬ 
tailed  descriptions  of  records  to  be  re¬ 
tained  are  contained  in  46  CFR  Parts 
160-164. 

XI.  ATOMIC  ENERGY 
COMMISSION 

1 . 1  Cost-type  contractors. 

To  keep  Justifications  in  support  of 
subcontracts  and  purchase  orders  ade¬ 
quate  to  refiect  the  procurement  prac¬ 
tices  and  procedures  used  and  the 
circumstances  supporting  particular 
transactions. 

Retention  period:  Until  disposal  is 
authorized  by  the  Commission.  10-CFR 
5.509 

Cost-tsrpe  contractors  and  subcon¬ 
tractors  are  also  required  to  retain  rec¬ 
ords  in  accordance  with  the  provisions 
of  their  contracts  or  subcontracts.  AEC 
Manual  Chapter  Appendix  0230  contain 
established  retention  periods  for  more 
than  900  record  itms  of  cost-type  con¬ 
tractors  and  subcontractors. 

1.2  Licensees  receiving,  possessing,  us¬ 
ing,  or  transferring  byproduct  ma¬ 
terial,  source  material,  or  special 
nuclear  material. 

To  maintain  records  (a)  used  in  pre¬ 
paring  Form  AEC-4,  “Occupational  Ex¬ 
ternal  Radiation  Exposure  History;” 

(b)  showing  the  radiation  exposures  of 
all  individuals  for  whom  personnel  moni¬ 
toring  is  required  under  10  CFR  20.202; 

(c)  showing  the  results  of  surveys  made 
to  evaluate  the  radiation  hazards  Ind- 
dent  to  the  production,  use,  release,  dis¬ 
posal  or  presence  of  radioactive  mate¬ 
rials  or  other  sources  of  radiation;  and 


(d)  of  disposals  of  licensed  material  by 
release  into  sanitary  sewerage  systems, 
by  burial  in  soil  or  pursuant  to  proce¬ 
dures  specifically  authorized  by  license. 

Retention  period:  (a),  (c),  and  (d) — 
until  disposal  is  specifically  authorized 
by  the  Commission;  (b) — until  Decem¬ 
ber  31,  1965,  or  until  a  date  5  years 
after  termination  of  the  individual’s 
employment,  whichever  is  later  (prior 
to  December  31,  1965,  the  Commission 
may  amend  the  regulations  to  assure  the 
further  preservation  of  records),  (a) 
10  CFR  20.102;  (b) ,  (c) .  and  (d)  10  CFR 
20.401 

1.3  Holders  of  access  permits. 

'To  keep  written  agreements  from  all 
individuals  who  will  have  access  to  Re¬ 
stricted  Data  under  the  access  permit  to 
give  effect  to  waivers  of  claims  (a)  for 
damages  xmder  35  UH.C.  183;  (b)  for 
compensation  under  section  173  of  the 
Atomic  Energy  Act  of  1954,  as  amended; 
and  (c)  against  the  United  States  and 
the  Commission  arising  in  connection 
with  use  of  Information  supplied.  Tb 
establish  a  document  accountability  pro¬ 
cedure  for  docT^ents  containing  Secret 
Restricted  Data  and  maintain  records  to 
show  disposition  of  all  such  documents 
which  have  been  in  his  custody  at  any 
time. 

Retention  period:  Until  disposal  is 
specifically  authorized  by  the  Commis¬ 
sion.  10  CFR  25.23,  95.34 

1.4  Persons  receiring  byproduct  ma¬ 
terial  pursuant  to  license. 

To  maintain  (a)  records  of  all  tests 
performed  on  generally  licensed  devices 
as  required  under  section  30.21;  (b)  such 
record  as  may  be  determined  by  the 
Commission  to  be  necessary  or  appro¬ 
priate  to  effectuate  the  purposes  of  the 
Atomic  Energy  Act  of  1954,  as  amended, 
and  the  regulations  issued  thereunder; 
and  (c)  records  showing  receipt,  trans¬ 
fer,  export,  and  disposal  of  such  byprod¬ 
uct  material. 

Retention  period:  Until  disposal  is 
specifically  authorized  by  the  Commis¬ 
sion.  (a)  10  CFR  30.21;  (b)  10  CFR 
30.31;  (c)  10  CFR  30.41 

1.5  Licensees  utilizing  sealed  s<mrces 
of  byproduiA  material  for  radiog¬ 
raphy. 

To  maintain  (a)  records  of  the  dates 
of  calibration  for  each  radiation  survey 
instrument  possessed  by  the  licensee; 
(b)  records  of  results  of  leak  tests  of 
sealed  sources;  (c)  records  of  quarterly 
physical  inventories  of  all  sealed  sources 
received  and  possessed  under  the  license; 
(d)  current  l(«s  showing  for  each  sealed 
source  a  description  of  the  radiographic 
exposure  device  or  storage  container,  the 
identity  of  the  radi(^7apher  to  whom  as¬ 
signed,  and  the  plant  or  site  where  used 
and  dates  of  use;  (e)  film  badge  reports 
and  records  of  pocket  dosimeter  and 
pocket  chegnber  readings;  (f)  records  of 
physical  radiation  surveys  required 
under  10  CFR  31.303(c). 

Retention  period:  Until  disposal  is 
specifically  authorized  by  the  Commis¬ 
sion.  (a)  10  CFR  31.104;  (b)  10  CFR 
31.105;  (c)  10  CFR  31.106;  (d)  10  CFR 
31.107;  (e)  10  CFR  31.203;  (f)  10  CFR 
31.303 


1.6  Licensees  receiving,  using,  transfer¬ 
ring,  delivering,  importing,  or  ex¬ 
porting  source  material. 

To  maintain  (a)  such  records  as  may 
be  determined  by  the  Commission  to  be 
necessary  or  appropriate  to  effectuate 
the  purposes  of  the  Atomic  Energy  Act 
of  1954,  as  amended,  and  the  regulations 
issued  thereunder;  (b)  records  showing 
the  receipt,  transfer,  export,  and  dl^;)osal 
of  such  source  material. 

Retention  period:  Until  disposal  is 
specifically  authorized  by  the  Commis¬ 
sion.  (a)  10  CFR  40.41;  (b)  10  CFR 
40.61 

1.7  Licensees  and  holders  of  construc¬ 
tion  permits. 

To  maintain  such  records  as  may  be 
required  by  conditions  of  the  license 
or  permit  or  by  rules,  regulations,  and 
orders  of  the  Conunission. 

Retention  period:  Until  disposal  is 
spet^cally  authorized  by  the  Commis¬ 
sion.  10  CFR  50.71 

1.8  Lessees  of  uranium  deposits  on 
land  c(mtrolled  by  the  Atomic  Energy 
Commission. 

To  keep  records  of  (1)  shifts  worked: 

(2)  wages  and  salaries  paid;  (3)  ex¬ 
penditures  for  supplies  and  services  and 
costs  of  operation  of  every  kind;  (4) 
tonnage  and  grade  of  ore  mined;  (5) 
development  work  and  drilling  per¬ 
formed;  and  (6)  such  other  matters  as 
in  the  Commission’s  opinion  would  be 
of  assistance  to  it  in  determining  the 
cost  of  the  operations. 

Retention  period:  At  least  3  years 
after  termination  or  expiration  of  the 
lease.  10  CFR  60.8 

1.9  Licensees  receiving  special  nuclear 
material. 

To  keep  (a)  such  records  of  receipt, 
possession,  use,  and  transfer  of  special 
nuclear  material  as  may  be  incorporated 
as  a  condition  or  requirement  in  any 
license  and  (b)  records  showing  the  re¬ 
ceipt,  inventory,  and  transfer  of  special 
nuclear  material. 

Retention  period:  Until  disposal  is 
specifically  authorized  by  the  Commis¬ 
sion.  (a)  10  CFR  70.32;  (b)  10  CFR 
70.51 

1.10  Holders  of  construction  and  oper¬ 
ating  authorizations  for  certain 
nutdear  reactors  exempt  from  licens¬ 
ing  requirements. 

To  maintain  records  as  may  be  re¬ 
quired  by  the  conditions  of  the  authori¬ 
zation  or  by  the  rules,  regulations  and  i 
orders  of  the  Commission. 

Retention  period:  Until  disposal  is 
speciflcsdly  authorized  by  the  Commis-  I 
Sion.  10  CFR  115.51 

1.11  Licensees  and  other  persons  subject 
to  financial  protection  re(iuiren.ents 
and  indemnity  agnreements. 

To  maintain  records  as  deemed  neces¬ 
sary  by  the  Ck>mmission  for  the  adminis¬ 
tration  of  the  regulations  concerning 
financial  protection  requirements  and 
Indemnity  agreements. 

Retention  period:  Until  disposal  is 
specifically  authorized  by  the  Conunis- 
sion.  10  CFR  140.6 


Thursday,  March  5,  1964 

1,12  ContraobHTS  luiviiis  negotiirted  eon- 
trada  with  Atonuc  Commia- 

■km  (except  forei|^  governmentu, 
agendea  thereof,  and  fcnreign  pro- 
ducera)  and  their  aubcontractors. 

To  keep  directly  pertinent  books,  doc- 
Qinents,  papers,  and  records. 

Retention  period:  The  General  Ac> 
counting  Office  shall,  until  the  expira- 
j  Uon  of  3  years  after  final  payment,  have 
access  to  and  the  right  to  examine  the 
atx)ve-mentioned  records,  provided  that 
earlier  disposal  of  contractor  and  sub- 
'  contractor  records  is  possible  in  accord¬ 
ance  with  records  disposal  schedules 
agreed  upon  between  the  Commission 
a^  the  General  Accounting  Office.  42 
U.S.C.  2206 

XII.  CIVIL  AERONAUTICS 
.  BOARD 

1.1  Certificated  route  and  supplemental 
air  carriers. 

(a)  To  keep  at  its  principal  or  gdieral 
of^  a  complete  file  erf  all  tarifEs  issued 

it  and  by  its  agents  and  those  Issued 
by  other  carriers  in  which  It  concurs;  to 
keep  a  file  of  current  tariffs  at  all  places 
where  tickets  are  sold  or  property  is  re¬ 
ceived  for  transportation.  _ 

Retention  period:  Permanent.  14  C!FR 

221.170. 221.171. 249.8. 249.13 

(b)  To  keep  genmd  books  of  account 
snd  supporting  books,  records,  and 
manonmdums  inchidtng  organtetion 
tables  and  charts,  internal  accounting 
manuals,  minute  books,  sto<dc  books,  re¬ 
ports,  work  sheets,  memorandums,  etc. 

Retention  period:  Various.  14  CFR 
241.1-5, 249.8,249.13 

(c)  To  maintain  records  of  all  passes 
issued  (and  of  regular  tickets  or  bills  of 
lading  used  In  lieu  of  trip  pai^es)  and  re¬ 
lated  correspondence  or  memorandums. 

Retention  period:  3  years.  14  CPR 

223.5.249.8.249.13 

1.2  Certificated  route  local  sendee  air 
earrien;  ceitifieated  route  air  car¬ 
riers  funushmg  transportatioii  withiu 
Hawaii  or  Alaska;  certificated  route 
helicopter  air  carriers;  and  one  eei> 
tificated  route  air  carrier  furnishing 
the  major  portion  of  its  oertificated 
air  tran8p<Mrtation  between  Hawaii 
and  Christmas  Island,  Somety  Islands, 
American  Samoa,  Western  Samoa,  or 
Fiji. 

To  maintain  a  record  pertaining  to 
each  trade  agre^ent  entoed  into,  in¬ 
cluding  all  correqwndence  smd  reemrds 
concerning  advertising  and  transporta¬ 
tion  services  provided. 

Retention  period:  Not  specified.  14 
CFR  225.10 

1.8  U.S.  air  carriers  aathwiced  to  per¬ 
form  transadantic  charter  fligd^ts. 

To  preserve  every  charter  contract  and 
related  information  including  post-fl^ht 
reports,  vouchers,  passenger  manifests 
end  proof  of  agents’  nnmiin<«ainn«. 

Retention  period:  2  years.  14  CPR 
249.10 

1.4  Foreign  air  carriers. 

(a)  To  keep  at  its  principal  or  gen- 
^  office  a  complete  file  of  all  tariffs 
“®ned  by  it  and  by  its  agents  and  those 
“S'red  by  other  carriers  in  which  It  oon- 
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curs;  to  keep  a  file  at  current  tariffs  at 
all  places  where  tickets  are  sold  or  prop- 
erty  is  received  for  transportation. 

Retention  period:  Permanout.  14 
CFR  221.170,  221.171,  249.12 

(b)  To  maintain  records  of  aH  passes 
issued  (and  of  r^ular  tickets  or  bills  of 
lading  used  in  lisu  of  trip  passes)  and  re¬ 
lated  correspondence  or  memorandums. 

Retention  period:  3  years.  14  CFR 
223.5, 249.12 

1.5  Foreign  air  carriers  (operating  off- 
route  barter  trips) . 

To  keep  available  for  inspection  at  a 
place  in  the  United  States  true  ct^ies  of 
all  manifests,  air  waybills.  Invoices,  and 
other  traffic  documents  covering  fUghts 
originating  or  terminating  In  the  United 
States. 

Retentkm  period:  Not  specified.  14 
CFR  212.7 

1.6  Bidders  of  pwmits  to  operate  for¬ 
eign  aircraft  in  the  Unit^  States. 

To  keep  available  for  inspection  at  a 
place  in  the  United  States  true  copies  of 
all  manifests,  air  waybills,  invoices,  and 
other  traffic  documents  covering  flights 
originating  or  terminating  in  the  United 
States. 

Retention  period:  Not  specified.  14 
CFR  249.11, 375.50 

1.7  Air  freight  fcM^arders  and  interna¬ 
tional  air  freight  forwarders. 

(a)  To  keQ>  at  its  principal  or  gmeral 

office  a  ccanplete  file  of  all  tariffs  issued 
by  it  and  by  its  agents  and  those  issued 
by  other  carriers  in  which  it  concurs;  to 
keep  a  file  of  current  tariffs  at  an  places 
where  tickets  are  sold  or  property  is  re¬ 
ceived  for  transportation.  _ 

Retention  period:  Permanent.  14  CFR 

221.170. 221.171.249.9 

(b)  To  keep  rectmis  of  (1)  8hln;>ing 
documents;  (2)  Information  to  agrats, 
representatives  and  the  public;  (3) 
agreements;  and  (4)  correspondence  re¬ 
lating  to  the  foregoing. 

Retention  period:  1  year,  or  longer 
If  requested  by  the  Bocuxl.  14  CFR 

249.9 

(c)  To  keep  corporate  and  general 

records.  _ 

Retention  period:  Various.  14  CFR 

249.13 

(d)  To  keep  records  of  Joint  loaded 
chiiunents. 

Retention  period:  2  years  subsequent 
to  expiration  of  each  calendar  quarter 
during  which  joint  shipments  were  made. 
14  CFR  249.9 

1.8  (^[>eraton  oi  aircraft  mvolved  in  ac¬ 
cidents.  [Revised] 

To  preserve  aircraft  wreckage,  cargo 
and  mall  aboard  the  aircraft 
Retention  period:  Until  rdeas^  by 
authorized  representative  of  tite  Cfivil 
Aeronautics  Board  or  the  Federal  Avia¬ 
tion  Agency.  14  CTR  320.10, 320.11 

XIII.  COMMIHEE  ON  PURCHASES 
OF  BLIND-MADE  PROpUaS 

1.1  Nati<mal  Industries. 

To  maintain  a  record  of  all  qualifying 
agencies  for  the  blind  and  such  necessary 
dataas  will  enaUe  it  to  equitably  allocate 
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orders  among  such  agencies  for  the 
blind. 

Ret^tion  period:  Not  specified.  41 
CTR  51-1.4 

1.2  Agencies  for  the  blind  (employing 
blind  to  extent  of  75  percent  od  hours 
of  employment  of  pmaonnel  in  direct 
labor)  selling  to  Ck>vemnient  agen¬ 
cies  and  participating  in  the  program 
of  the  Committee  on  Purchases  of 
Blind-Made  Products. 

'  To  keep  accounting  system  records 
from  which  can  be  drawn  annually  a 
financial  report  and  operating  statement 
accurately  refiecting  operations. 

To  keep  eye  record  cards  containing 
information  establishing  that  employees 
are  blind  (as  defined  in  41  CFR  51-1.1) . 

Retention  period:  Not  specified.  41 
CPR  51-1.9 

XIV.  FEDERAL  AVIATION 
AGENCY 

1.1  Air  carriers  operating  turbine- 
powered  transport  airplanes  under 
provisional  type  eertificatian. 

To  maintain  records  pertaining  to  the 
qualifications  of  each  flight  crew  mem¬ 
ber,  a  log  of  flights,  and  cmnplete  and 
accurate  records  of  inspections. 

Retention  period:  Not  specified.  14 
CFR  Parts  1.  4b.  40-42— Special  CiTll 
Air  Regulation  SRr-425  C 

1.2  Aircraft  and  related  products  man¬ 
ufacturers. 

To  maintain  records  of  inspection 
idmtified  with  the  completed  product 
and  records  of  Materials  Review  Board 
action  applsring  to  materials,  parts,  as¬ 
semblies..  and  the  completed  product. 

Retention  period:  At  least  2  years.  14 
CFR  1.15-4 

1.3  Aircraft  and  related  products  man- 
nfacturers. 

To  maintain  records  of  an  materials 
and  parts  received  and  their  disposition 
Including  such  information  as  source, 
source  inspection,  receiving  inspectlan, 
quantity  (both  accepted  and  rejected), 
vendor’s  affidavits,  or  reports  indicating 
conformity  with  pertinent  specifications. 

Retention  period:  At  least  2  years.  14 
CFR  1.32-1 

1.4  Aircraft  and  related  products  man¬ 
ufacturers. 

To  maintain  adequate  records  of  in¬ 
spections  and  tests  performed  identifi¬ 
able  with  the  completed  product. 

Retention  period:  At  least  2  years.  14 
CFR  1.34-2 

1.5  Distributors  of  aircraft  received 
priOT  to  initial  assembly  and  flight 
test. 

To  maintain  records  of  flight  test 
check-off  forms. 

Ret^ition  period:  At  least  2  years.  14 
CPR  1.34-2 

1.6  Aircraft  and  rriated  products  man¬ 
ufacturers. 

To  maintain  records  of  inspection  ap¬ 
plying  to  the  manufacture  of  replace¬ 
ment  or  modification  parts  and  identifi¬ 
able  with  the  completed  part. 

Retention  period:  At  least  2  years.  14 
CFR  1.55-3 
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1.7  Airplane  manufacturer*. 

To  keep  record  of  flisbt  flutter  teeti. 
Retention  period:  Permanent.  14  CFTt 
8.311-2 

1.8  Airplane  flig^tt  teat  applicants  under 
the  Qril  Air  Regulations,  transport 
categoTf. 

To  keep  a  log  of  all  flight  teste  and 
accurate  and  complete  records  of  the 
inspections  made  and  of  all  defects,  dif> 
Acuities,  and  unusual  characteristics  and 
sources  of  crew  error  discovered  during 
the  tests,  and  of  the  recommendations 
made  and  action  taken. 

Retention  period:  Not  specifled.  14 
CFR  4b.l6-3 

1.9  Air  carrier  aircraft  owners  or  oper* 
ators. 

To  keep  records  pertaining  to  the 
maint^iance,  repair,  rebuilding,  or  alter¬ 
ation  of  any  airframe,  powerplant,  pro¬ 
peller,  or  appliance  ^ving  description 
of  work  polormed,  completion  date  of 
work  done,  name  of  individual,  etc.,  doing 
work  and  signature  of  person  authorized 
to  approve  work  done:  and  a  record  of 
periodic  and  progressive  inspections. 

Retention  period:  (a)  Records  of  ma¬ 
jor  structural  repairs  and  major  alten^ 
tions — ^unlil  aircraft  is  sold  (records  to 
be  transferred  to  new  owner  or  operator) , 
or  if  the  aircraft  is  retired,  1  year  after 
cancellation  of  registration  certiflcate; 
(b)  records  of  maintenance  performed — 

1  year;  (c)  records  of  X-rays  and  other 
special  tests  relating  to  aircraft  desig¬ 
nated  as  critical  components — ^until  com¬ 
ponents  are  sold  (records  to  be  trans¬ 
ferred  to  new  owner  or  user),  or  if 
components  are  retired,  1  year  from  date 
of  retir^ent  or  date  of  cancellation  of 
the  registration  certiflcate.  14  C7FR 
18.20-18.24  (retention:  18.24) 

1.10  Certificated  repair  stations  or  air* 
frame,  powerplant,  propeller,  or  ap* 
pliance  manufacturers. 

To  maintain  a  duplicate  copy  of  the 
customer’s  work  order,  when  accepted 
in  lieu  of  the  Major  Repair  and  Altera¬ 
tion  Form  (FAA-337  or  equivalent)  and 
when  an  official  maintenance  release  is 
furnished  owner  for  retention  as  a  part 
of  the  permanent  record  required. 

Retention  period:  At  least  2  years.  14 
CFR  18.22-2 

1.11  Air  carriws  (scheduled  interstate). 

TO  retain  Information  taped  by  flight 
recorders. 

Retention  period:  At  least  60  days  or. 
for  a  particular  flight  or  series  of  flights, 
for  a  longer  period  if  requested  by  a 
representative  of  t^e  Federal  Aviation 
Agency  or  the  Civil  Aeronautics  Board. 
14  C!FR  40.208 

1.12  Air  carriers  (sdiednled  interstate). 

To  keep  as  a  part  of  the  individual’s 
record  the  instructor,  supervisor,  or 
check  airmen’s  certiflcate  of  proflciency 
for  particular  training  or  flight  check  of 
each  crew  member  and  dispatcher,  fur¬ 
nished  under  air  carrier  training  and 
pilot  check  programs. 

Retention  period:  At  least  3  months 
after  termination  of  etnvloym&at.  14 
CFR  40.280,  40.289,  40.300  (retention: 
40.501) 


1.1S  Air  carriers  (scheduled  interstate). 

To  maintain  current  records  of  every 
crew  member  and  aircraft  dispatcher, 
showing  compliance  with  the  appropriate 
requirements  of  Subchapter  A — Civil  Air 
Regulaticms  and  disposiflon  of  disquali¬ 
fied  flight  crew  members  or  aircraft 
dispatchers. 

Retention  period:  At  least  3  months 
after  termination  of  emplosrment.  14 
CFR  40.501 

1.14  Air  carriers  (sdteduled  interstate). 
[Amended] 

To.maintain  a  list  of  airplanes  in  cur¬ 
rent  operation  and  airplanes  operated 
tmder  interchange  agreements,  a  load 
manifest  and  flight  plan,  maintenance 
records,  including  the  airplane’s  mainte¬ 
nance  log  and  a  malnt^iance  release,  and 
records  pertaining  to  radio  contacts  by 
or  ..with  pilots  en  route. 

Retention  period:  In  accordance  with 
provisions  of  Part  249  unless  otherwise 
specifled.  14  CFR  40.502,  40.505-40.507, 
40.511, 40.512 

1.15  Air  carriers  (operating  sdieduled 
air  transportation  outside  continental 
United  States).  [Amended] 

To  retain  Information  taped  by  flight 
recorders. 

Retention  period:  At  least  60  dasrs  or, 
for  a  particular  flight  or  series  of  flights, 
for  a  longer  period  if  requested  by  a 
representative  of  the  Federal  Aviation 
Agency  or  the  Civil  Aeronautics  Board. 
14  CFR  41.210 

1.16  Air  carriers  (iterating  scheduled 
air  transpmtation  outside  continental 
United  States).  [Revised] 

To  maintain  a  list  of  airplanes  in  cur¬ 
rent  operation  and  airplanes  operated 
under  interchange  agreements,  and  rec¬ 
ords  of  total  time  in  service,  time  since 
last  overhaul,  and  time  since  last  inspec¬ 
tion  on  major  components  of  airframe, 
engines,  propellers,  and  where  practica¬ 
ble,  i^ppliances. 

Retention  period:  In  accordance  with 
provisions  specifled  in  Part  249.  14  CFR 
41.502, 41.506,41.507 

1.17  Air  carriers  (operating  scheduled 
air  transportation  outside  ctmtinental 
United  States).  [Revised] 

(a)  To  retain  copies  of  load  manifests, 
dispatch  release  forms,  and  flight  plans. 

Retention  period:  3  months.  14  CFR 
41.505 

(b)  To  retain  copies  of  maintenance 

release  forms.  _ 

Retention  period:  2  months.  14  CFTl 

41.511 

1.18  Air  carriers  (curating  scheduled 
air  transportation  outside  continental 
United  States).  [Amended] 

To  maintain  records  pertaining  to 
radio  contacts  by  or  with  pilots  en  route. 
Retention  period:  30  days.  14  CFR 

41.512 

1.18a  Air  carriers  (operating  scheduled 
air  transportation  outside  continental 
United  States).  [Added] 

To  maintain  current  records  of  crew¬ 
members  and  idrcraft  dispatchers  con¬ 
taining  information  showing  compliance 
with  requirements  of  14  CFR,  Chapter  I. 


and  indicating  release  or  disqualifica¬ 
tion  of  crewmembers  and  dispatchers. 

Retention  period:  6  months.  14  CFR 
41.501 

1.19l— 1.22  {Deleted] 

1.23  Commercial  opmitors  and  air  taxi 
op^-ators;  small  aircraft.  [Revised] 

To  keep  at  principal  operations  base 
maintenance  records  with  respect  to  all 
aircraft,  aircraft  engines,  propellers,  and, 
where  practicable,  appliances  used  in  air 
transportation. 

Retention  period:  2  years.  14  CFR 
42a.91,42a.91-3 

1.24  Commercial  operators  and  air  taxi 
operat<Mrs ;  small  aircraft.  [Revised ] 

To  maintain  at  its  principal  operations 
base  or  at  such  other  location  used  by 
the  air  carrier^as  the  Administrator  may 
designate,  cunrent  records  of  every  air¬ 
man  utilized  as  a  member  of  a  flight 
crew. 

Retention  period:  1  year  after  flight 
crew  member  is  released  from  employ¬ 
ment  or  becomes  physically  or  profes¬ 
sionally  disqualified.  14  CTR  42a.92, 
42a.92-l  (retention:  42a.92-3) 

1.25  Commercial  operators  and  air  taxi 
operators;  small  aircraft.  [Revised] 

To  retain  copy  of  report  to  Adminis¬ 
trator  regarding  emergency  flights  ne¬ 
cessitating  the  transportation  of  persons 
or  medical  supplies  for  the  protection  of 
life  or  properly. 

Retention  period:  1  year.  14  CTR 
42a.93, 42a.93-l 

1.26  Commercial  operators  and  air  taxi 
operatora;  small  aircraft.  [Revised] 

To  retain  copy  of  pilot’s  emergency 
deviation  report  to  the  local  inspector. 

Retention  period:  At  least  1  year.  14 
CFR  42a.94, 42a.94-l 

1.27  Commercial  operators  and  air  taxi 
operators;  small  aircraft.  [Revised] 

To  retain  a  copy  of  the  flight  manifest 
for  large  aircraft  and  passenger-carrying 
aircraft  operating  under  instrument 
flight  rules  conditions. 

Retention  period:  At  least  1  year  after 
cmnpletion  of  the  flight.  14  CFR  42a.95 

1.28  Registered  owners  or  operators  of 
civil  aircraft.  [Amended] 

To  keep  maintenance  records,  includ¬ 
ing  a  current  record  of  total  time  spent 
in  service  on  the  aircrsift  and  on  each 
engine;  a  record  of  Inspections;  and  a 
record  of  maintenance,  repair,  and  al¬ 
terations  of  aircraft  for  which  airworthi¬ 
ness  certificates  have  been  issued. 

Retention  period:  Not  specifled  except 
for  the  maintenance,  repair,  and  altera¬ 
tion  record,  which  is  to  be  permanent 
14  CFR  91.173  [New] 

1.29  Air  carriers  and  commercial  op¬ 
erators.  [Amended] 

To  retain  information  taped  by  fligW 
recorders  in  certain  airplanes  used  in 
operations  conducted  in  accordance  with 
the  general  operations  rules  of  Part  43. 

Retention  period:  At  least  60  days  or, 
for  a  particular  flight  or  series  of  flights, 
for  a  longer  period  if  requested  by  » 
representative  of  the  Federal  Aviation 
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Agency  or  the  Civil  Ae'nmautics  Board. 
[New] 

130  Air  carrier*  (utiliaing  lieHeopters 
in  sriieduled  interstate  air  transpor* 
totion). 

To  keep  maintananna  records  (ixtclud- 
ing  a  maintenance  log)  of  such  infoixna- 
tlon  as  total  time  in  service,  time  since 
last  overtianl,  and  time  since  last  inspec¬ 
tion  on  Jill  major  components  of  the 
airframe,  powerplants,  rotmrs,  and 
^plianoes. 

Retaition  period:  In  accordance  with 
jjrovisions  specified  in  Part  240.  14  CFR 
46.500,  46.506,  46.507 

’  1,31  Air  carriers  <utilizmg  helicopters 
in  scheduled  interstate  air  transpor¬ 
tation). 

To  maintain  records  of  every  crew 
member  including  informatian  concem- 
taif  the  qualifications  at  crew  members 
IS  is  necessary  to  show  compliance  with 
the  appropriate  requirements  of  Sub- 
dispter  A^^vil  Air  Regulations  and 
I  Information  concerning  the  diq)ositkm 
of  disqualified  crew  members  released 
from  employ  of  the  air  carrier. 

Retention  period:  At  least  3  months. 

14  CFR  46.501 

L32  Air  carriers  (utilising  helioo^ers 
in  scheduled  interstate  air  tran^or- 
tation). 

To  retain  C(H>ies  of  load  manifest, 
flilht  release,  and  maintenance  release 
forms. 

Retention  period:  At  least  60  days.  14 
CFR  46.505,  46311 

1.33  Air  carriers.  [Amended] 

To  retain  copy  of  shipper’s  certifica¬ 
tion  for  transportation  of  mqplosives  and 
other  dangerous  articles. 

Retention  period:  Not  iq;>ecifled.  14 
CFR  103.3  [New] 

1.34  Applicants  for  pilot  certificate. 

To  keep  a  reliable  record  of  the  fiigdit 
time  used  to  meet  the  ^perience  require¬ 
ments  for  pilot  certificate  or  rating,  in¬ 
cluding  such  general  data  as  points  of 
departure  and  arrival,  duration,  type  of 
aircraft,  and  identification  mark;  type 
of  piloting  time;  and  conditions  of  flight. 

Retention  period:  Not  specified.  14 
CFR  61.39  [New] 

1>35  Airiine  transport  pilots. 

To  keep  an  accurate  and  legible  record 
of  flying  time  in  a  bound  Ic^book 
srranged  for  easy  reference. 

Retention  period:  Not  specified.  14 
CFR  61.41  [New] 

1.36  Flight  instructors. 

To  maintain  8^;Mirately  cn:  in  his  log¬ 
book  a  record  of  (a)  the  name  of  each 
student  pilot  to  wham,  he  has  given  flight 
instruction  and  whose  certificate  he  has 
endorsed,  the  tsrpe  endorsement,  and 
the  date  of  each  endorsement  or  flight 
instruction  period,  and  (b)  the  name  of 
Mch  student  pilot  for  which  he  has 
tilled  a  recommoidation  for  a  flight  test, 
the  kind  of  test,  and  the  date  of 
recommendation. 

Retention  period:  So  long  as  he  oon- 
unues  to  be  a  flight  instructor  or  tar  3 
yswrs,  whicheva:  is  shortar.  14  CFR 
81.173  [New] 


1.S7  FBfihs  narigator  course  operators. 

To  keep  an  accurate  record  of  each 
student,  including  a  chronological  log  of 
all  Instructions,  subjects  covered,  emd 
course  examinations  and  grades. 

Retention  period:  Not  specified.  14 
CVR  63  [New],  Appendix  B,  para,  (f) 

1.38  Certificated  parachute  riggers. 

To  keep  a  record  of  the  packing,  main¬ 
tenance,  and  'alteration  of  pcu*achutes 
performed  or  supervised  by  him. 

Retention  period:  At  least  2  years 
after  the  date  of  the  record.  14  CFR 
65.131  [New] 

139  Aircraft  dispatriier  course  opera- 
Uhw. 

To  keep  an  accurate  record  of  each 
stud^t  including  a  chronological  log  oi 
all  instructions,  subjects  cov^icd,  and 
course  examinatkms  smd  grades. 

Retention  period:  Not  specified.  14 
CFR  65  [New]  AlH>midiz  A,  para,  (g) 

1.40  Certificated  pilot  schools. 

To  keep  a  current  and  accurate  record 
of  each  student’s  participation  and  ac- 
conu}lishm«it8  in  the  comae  for  which 
he  is  enrolled,  including  a  dnronological 
log  of  his  instruction,  attendance,  sub¬ 
jects  covered,  tests,  and  test  grades. 

Retention  period:  Not  specified.  14 
CFR  14131  [New] 

1.41  Certificated  domestic  r^air  sta- 
ti<ms  and  applicant*  for  a  domestic 
repair  station  certificate  and  rating. 

TO  maintain  a  roster  of  its  supervisory 
and  inspection  personnel,  and  a  summary 
of  the  emplosunent  of  each  person  whose 
nante  is  on  the  roster  cemtaining  enough 
information  to  show  eomi^ance  with  ex¬ 
perience  requirements. 

Retention  period:  Not  specified.  14 
CFR  145.43  [New] 

1.42  Certificated  domestic  repair  sta¬ 
tions. 

To  maintain  adequate  records  of  work 
performed. 

Retention  period:  At  least  2  years.  14 
CFR  145.61  [New] 

1.43  Certificated  foreign  r^air  stations. 

To  keep  a  record  of  the  midntaiance 
and  alteration  performed  on  United 
States  registered  aircraft. 

Retention  period:  Not  specified.  14 
CFR  145.79  [New] 

1.44  Certificated  aircraft  mechanic 
schools. 

To  keep  a  current  record  of  each  stu¬ 
dent  enrolled  itiiowing  his  attendance, 
courses,  tests,  and  grades,  and  authenti¬ 
cated  transcript  of  his  grades;  and  a 
current  progress  chart  or  individual 
progress  record  showing  the  projects  or 
laboratory  work  completed,  or  to  be  com¬ 
pleted,  by  the  student. 

Retention  period:  At  least  2  years 
after  the  end  of  the  student’s  enrollment. 
14  CFR  147.33  [New] 

1.45  Hedders  of  parachute  hrft  c«tifi- 

To  maintain  xeemds  of  wmk  per- 
fonned. 
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Retention  period:  At  least  2  years.  14 
CFR  149.15  [Hew] 

1.46  Owners  of  jsmidiiwctional  radio 
beacon  facilities. 

To  keep  records  and/or  reports  of  each 
facility  as  follows:  (a)  Record  of  Meter 
Readings  and  Adjustments — Form  FAA- 
198  (one  copy) ;  (b)  Maintenance  Log  of 
Communication  Facilities — Form  FAA> 
406C  (original) ;  and  (c)  Radio  Trans¬ 
mitter  Operation  Record — ^Form  FAA- 
418  (original) ,  or  their  equival^ts. 

Retention  period:  Permanent  for  (a)  . 
and  (b) ;  not  specified  for  (c) .  14  CFR 
407.17 

1.47  Owners  of  instrument  landing  sys¬ 
tem  facilities. 

To  keep  records  and/or  reports  of  each 
facility  as  ftfllows:  (a)  Record  of  Meter 
Readings  and  Adjustments — ^Form  FAA- 
198  (one  copy) ;  (b)  Maintenance  Log  of 
Communication  Facilities — ^Form  PAA- 
406C  (original  log) ;  and  (c)  Radio 
Transmitter  Operation  Record — ^Form 
FAA-418  (original) ,  or  their  equivalents. 

Retention  period:  Permanent  for  (a) 
and  (b) ;  not  specified  for  (c).  14  CFR 
407.27 

1.48  Manufacturers  of  aircraft. 

To  keep  at  factory,  for  all  models  type 
certificated  under  the  delegation  option 
procedures,  emrent  records  containing 
the  following:  (a)  Technical  data  file  for 
each  type  aircraft,  (b)  complete  inspec¬ 
tion  record  for  each  airplane  produced, 
(c)  report  required  to  be  submitted  with 
the  original  application  for  the  produc¬ 
tion  certificate,  (d)  factory  inspection 
reports,  (e)  records  of  all  major  repairs 
and  alterations  performed. 

Retention  period:  Technical  data,  re- 
port  submitted  with  aK>lication,  and  re¬ 
pair  records,  for  duration  of  manufac¬ 
turers  operations;  inspection  records,  2 
years.  14  CFR  410.32,  410.33,  410.38 

1.49  Contractors  for  construction  of 
public  airports. 

To  keep  payroll  records  during  the 
course  of  the  work  for  all  laborers  and 
mechanics  as  specified  in  the  section 
cited. 

Retention  period:  3  years.  14  CFR 

151.49  [New] 

1.50  Sposuon  of  the  constmetioa  of 
public  airpmts. 

To  keep  recturds  of  all  afQdavits  and 
copies  of  payroll  furnished  by  the  con¬ 
tractor. 

Retention  period:  3  years  from  the 
date  of  the  completion  of  the  contract. 
14  CFR  151.53  [New] 

1.51  Sponsem  of  the  construction  of 
public  airports. 

To  retain  in  its  files  documentary  evi¬ 
dence  such  as  invoices,  cost  estimates 
and  payrolls  supporting  each  item  for 
project  cost.  Also  evidence  of  all  pay¬ 
ments  tar  items  of  project  costs  includ¬ 
ing  vouchers,  canceled  checks  or  war¬ 
rants  and  receipts  for  cash  pasrments. 

Retention  i)eriod:  3  years  after  final 
grant  pasnnent.  14  CFR  151.55  [New] 
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RULES  AND  REGULATIONS 


Siqiplemental  air  carriers,  otHtn- 
merrial  operators  aslnc  larce  air* 
craft,  and  air  carriers  engaged  fai 
riiar^  Rights  or  other  special  serr* 
ices.  [Aisled] 

To  retain  Information  taped  by  flight 
recordms. 

Retention  period:  At  least  60  days  or, 
to:  a  particular  flilght  or  series  of  flights, 
to  a  longer  period  if  requested  by  a 
repres^tatlve  of  the  Federal  Aviation 
Agency  ot  Civil  Aeronautics  Board.  14 
CFSt  42.216 

1.54  Supplemental  air  carriers,  com- 
merrial  operators  using  large  aii^ 
craft,  amf  air  carri^  engaged  hi 
charter  fliiAts  mr  other  speciid  serv¬ 
ices.  [Added] 

To  maintain  current  records  of  crew- 
membov  ocmtalning  information  show¬ 
ing  compliance  with  requlronents  of  14 
Copter  I.  and  indicating  release 

or  disqualifleation  of  crewmembers.  _ 

Retoitimi  period;  0  months.  14  CFR 
42.501 

1.55  Supplemental  air  carriers,  cennmer- 
cial  operaUm  using  large  aircraft, 
and  ah’  carriMV  engaged  in  charter 
flights  or  other  special  services. 
[Added] 

To  retain  copies  of  load  manifests; 
flight  and  maintenance  release  forms; 
and  route  certiflcatlon  and  flight  plans. 

Retention  period:  6  months.  14  CPR 
42.505 

1.56  Supplemental  air  carriers,  commer. 
cial  operators  using  large  aircraft, 
and  air  carriers  engaged  in  charter 
flil^ts  or-  other  special  services. 
[Added] 

To  ke^  current  records  of  total  time 
In  service,  time  since  last  overhaul,  and 
time  since  last  inspection  of  major  com¬ 
ponents  of  airframe,  engines,  propellors, 
and  where  practicable,  appliances. 

Retention  period:  In  accordance  with 
provisions  specified  in  Part  249.  14 
C?FR  42.506, 42.  507 

1.57  Supplemental  air  carriers,  emnmer- 
cial  operators  using  large  aircraft, 
and  air  carriers  engaged  in  charts: 
flights  or  other  special  services. 
[Added] 

To  retain  copies  of  maintenance  re¬ 
lease  forms.  _ 

Retention  period:  2  months.  14  CFR 
42.511 

1.58  Commercial  operators  using  large 
aircraft.  [Add^] 

To  retain  a  copy  of  each  contract 
under  which  it  provides  service,  or  a 
memorandum  stating  elements  of  oral 
contracts,  and  of  each  contract  amend¬ 
ment. 

Retention  period:  1  year  after  date 
of  execution  of  contract  or  amendment. 
14  CFR  42.513 

XV.  FEDERAL  COMMUNICA¬ 
TIONS  COMMISSION 

1.1  Licensees  of  standard  and  FM  broad¬ 
cast  (radio)  stations.  [Amended] 

To  keep  at  each  transmitter  records 
of  equipment  performance  measurement 
data  including  diagrams  and  appropri¬ 
ate  graphs,  together  with  descriptions 


of  instruments  and  procedures,  signed 
by  the  engineers  making  measurements. 

Retention  period:  2  years.  47  CFR 
73.47,72.254 

1.2  licauMs  of  standard,  FM,  noncom¬ 
mercial  educational  FM ,  and  interna¬ 
tional  radio,  and  tdevision  broadcast 
stations.  [Amended]  * 

To  keep  records  of  time  and  results 

of  auxiliary  transmitter  tests.  _ 

Retention  period:  2  years.  47  CFR 
73.63, 78.255, 73.555, 73.638,  73.757 

1.S  Licensees  or  permittees  of  standard, 
FM,  n<mc(Hnmercial  educational  FM, 
and  international  radio,  and  televi¬ 
sion  broadcast  stations.  [  Revised  ] 

To  keep  (in  the  case  of  standeurd,  FM, 
noncommercial  educational  FM,  and 
television  broadcast  stations)  program, 
opmitlng,  and  maintenance  logs;  and 
(in  the  case  of  international  radio  sta¬ 
tions)  program  and  operating  logs, 
including  rough  logs  and  transcribed 
portions  thereof. 

Retention  period:  2  years:  Provided, 
however.  That  logs  involving  communi¬ 
cations,  incident  to  a  disaster  or  which 
Include  communications  incident  to  or 
involved  in  an  investigation  by  the  Com¬ 
mission  and  concerning  which  the  licen¬ 
sees  or  permittees  have  been  notified, 
shall  be  retained  imtil  they  are  specifi¬ 
cally  authorized  in  writing  by  the  C(Hn- 
mission  to  destroy  them:  Provided,  fur¬ 
ther,  That  logs  incident  to  or  involved 
in  any  claim  or  complaint  of  which  the 
licensees  or  permittees  have  been  noti¬ 
fied  shall  be  retained  until  such  claim  or 
complaint  has  been  fully  satisfied  or 
imtil  the  same  has  be^  barred  by  the 
statute  limiting  the  time  for  filing  of 
such  suits  upon  such  claims.  47  CFR 
73.111—73.115,  73.281—73.285,  73.581— 
73.585, 73.669—73.673, 73.781—73.786 

1.4  Licensees  of  standard  and  FM,  non^ 
commercial  educational  FM,  radio, 
and  television  broadcast  stations. 
[Amended] 

To  keep  complete  records  of  all  re¬ 
quests  for  broadcast  time  made  by  or  on 
behaU  of  candidates  for  public  office, 
together  with  appropriate  notations 
showing  disposition  made  and  charge,  if 

any,  if  requests  granted.  _ 

Retention  period:  2  years.  47  CFR 
73.120,  73.290,  73.590,  73.657 

1.5  Licensees  of  experimental  and  de¬ 
velopmental,  auxiliary,  and  special 
broadcast  services,  inriuding  experi¬ 
mental  television  broadcast,  experi¬ 
mental  facsimile  broadcast,  develop¬ 
mental,  remote  pickup',  aural  broad¬ 
cast  SHi  and  intercity  relay,  tele¬ 
vision  pickup,  television  STL,  tele¬ 
vision  intority  relay,  television 
broadcast  translator,  television 
broadcast  booster,  and  instructional 
television  fixed  stations.  [Revised] 

To  keep  adequate  records  of  operation 

including  logs.  _ 

Retention  period:  2  years.  47  CFR 
74.181,  74.281,  74.381,  74.481,  74.581, 
.74.681,  74.781,  74.881,  74.981 

1.6  Licensees  of  low  power  broadcast 
auxiliary  stations.  [Amended] 

To  maintain  records,  at  the  main 
studio  or  transmitter  of  broadcast  station 


with  which  the 'auxiliary  is  principally 
used,  which  will  accurately  show  current 
location  of  all  transmitting  units,  peri¬ 
ods  of  operation  at  such  locations  and 
other  pertinmt  ronarks  concerning 
transmissions. 

Retention  period:  Not  specified.  47 
CFR  74.437 

1.7  licmsees  of  expodmental  stations. 

To  keep  adequate  station  records  of 
operation;  of  service  or  maintenance 
duties  which  may  affect  proper  station 
operation;  and  of  the  illumination  of 
antennas  or  antenna  supporting  struc¬ 
tures. 

Retention  period:  1  year.  47  CFR  • 
5.163, 5.165 

1.8  Licensees  of  radio  stations  holding 
student  auth<M4aati<ms  for  experi. 
mental  services. 

To  maintain  record  of  date,  time,  and 
frequency  of  operation  and  brief  descrip¬ 
tion  of  experimentation  b^ng  conducted. 

Retention  period:  1  month  after  ter¬ 
mination  of  authorization.  47  CFR  5.410 

1.9  Licensees  of  radio  stsUions  in  the 
intemati<mal  fixed  public  radio  com* 
munication  services.  [Amended] 

To  keep  station  logs. 

Retention  period:  1  year:  Provided, 
however.  That  logs  involving  communi¬ 
cations  incident  to  a  disaster  or  which 
include  communications  incident  to  or 
involved  in  an  Investigation  by  the  Com¬ 
mission  and  concerning  which  the  li¬ 
censee  has  been  notified,  shall  be  re¬ 
tained  by  the  licensee  until  he  is  spe¬ 
cifically  authorized  in  writing  by  the 
Cofnmission  to  destroy  them:  Provided, 
further.  That  logs  incident  to  or  m- 
volved  in  any  claim  or  complaint 
which  the  licensee  has  been  notified 
shall  be  retained  by  the  licensee  until 
such  claim  or  complaint  has  been  fully 
satisfied  or  until  same  has  been  barred  I 
by  statute  limiting  the  time  for  filing 
of  suits  upon  such  claims.  47  CFR  23.47  ! 

1.10  Licensees  of  radio  stations  on  land  ! 
in  the  maritime  services  including 
public  and  limited  coast  station*, 
marine-utility  stations,  marine  fixed 
Btatiims,  marine  receiver-test  stations 
and  statiems  operated  in  the  land 
mfdiile  service  for  maritime  pa^ 
poses  using  radiotriegraidiy  or  radio, 
telephony  (including  devsdopmental 
stations  and  coast  and  fixed  stations 
in  Alaska).  [Amended] 

To  keep  accurate  logs. 

Retention  period:  1  year  from  date  of 
entry  and  for  such  additional  periods  as 
required  as  foUews:  (a)  Station  logs  in¬ 
volving  commuL  nations  incident  to  a 
distress  or  disaster  shall  be  retained  for 
a  period  of  3  years  from  date  of  hntry; 
(b)  station  logs  which  include  entries 
of  communications  incident  to  or  in¬ 
volved  in  an  investigatiop  by  the  Com¬ 
mission  and  concerning  which  tbe 
station  licensee  has  been  notified  shall 
be  retained  by  the  station  licensee 
such  licensee  is  specifically  authorised 
in  writing  by  the  Commission  to  destroy 
them;  (c)  station  logs  incident  to 
invetived  in  any  claim  or  complaint  of 
which  the  station  licensee  has  noti^ 
shall  be  retained  by  such  licensee  unti 
such  claim  or  complaint  has  been  fuBy 
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satisfied  or  until  the  same  has  been 
bfured  by  statute  limiting  the  time  for 
the  filing  of  suits  upon  such  claims. 
47  CFR  81.115,  81.194,  81.214,  81.314, 
81.370,  81.458,  81.477,  81.536,  85.109, 
85.115 

1.11  Licensees  of  limited  coast  stations 
or  marine-utility  stati<ms  used  on 
shore.  [Amended] 

To  keep  copy  of  agreement  with  vessel 
owners,  verifsdng  that  licensee  has  sole 
right  of  control  of  involved  ship  radio 
station. 

Retention  period:  Not  specified.  47 
CFR  81.352 

1.12  licensees  of  limited  coast  stations, 
marine-utility  stations,  and  marine 
fixed  statimis.  [Amended] 

To  keep  records  which  reflect  the  cost 
of  the  service  and  its  nonproflt,  cost¬ 
sharing  cooperative  arrangement  or  pro¬ 
visions  of  radio  communications  service. 

Retention  period:  Not  specifled.  47 
CFR  81.352,  81.451 

1.13  licensees  of  radkMdiegrapli,  radio¬ 
telephone,  and  radar  statitms  on 
shipbop^  in  the  maritime  services 

.inclndmg  public  and  limited  ship 
stations,  marine  utility  ship  stati<ms, 
ship-radar  statimis,  and  devdop- 
mental  stations,  including  such  sta¬ 
tions  in  Alaska.  [Amended] 

To  keep  aocinate  logs. 

Retention  pmdod:  1  year  from  date  of 
entry  and  such  additional  periods  as  re¬ 
quire  as  follows:  (a)  Station  logs  in¬ 
volving  communications  incident  to  a 
distress  or  disaster  shall  be  retained  by 
the  station  licensee  for  a  period  of  3 
years  from  date  of  entry;  (b)  station  logs 
which  include  entries  of  communications 
Ihbldent  to  or  involved  in  an  investiga¬ 
tion  by  the  Commission  and  concerning 
which  the  station  licensee  has  been  noti¬ 
fied  shall  be  retained  by  the  station  li¬ 
censee  imtil  such  licensee  is  speciflcaHy 
authorized  in  writing  hy  the  Commission 
to  destroy  them;  (c)  station  logs  incident 
to  or  involved  in  any  claim  or  complsdnt 
of  which  the  station  lic^isee  has  notice 
shall  be  retained  by  such  licensee  until 
such  claim  or  complaint  has  been  fully 
satisfied  or  until  the  same  has  been 
barred  by  the  statute  limiting  the  time 
for  the  filing  of  suits  upon  such  claims; 
(d)  a  permanent  installation  and 
maintenance  record  is  required  to  be 
kept  at  the  station  by  the  station 
licensee  of  each  ship  radar  station.  47 
CFR  83.115,  83.184, 83.330,  83.368.  83.405, 
85.115 

1*14  Stations  licensed  in  the  aviatitm 
services.  [Amended] 

All  stations  at  fixed  locations  to  keep 
adequate  records  of  operation;  and  sta¬ 
tions  whose  antenna  structure  is  re- 
Quired  to  be  illuminated — a  record  of 
illumination;  Aeronautical  Public  Serv¬ 
ice  Stations — ^to  keep  a  file  of  all  record 
ccnmnunications  handled  and  sdl  ground 
stations  so  licensed  to  keep  a  record  of 
radiotelephone  contacts  either  in  the 
form  of  telephone  traffic  tickets  or  as  a 
separate  list. 

Retention  period:  The  logs  in  the  avia¬ 
tion  services  may  be  destroyed  after  a 
period  of  30  days  except:  (a)  That  logs 
ihvolving  communications  incident  to  a 
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disaster  or  which  include  oom9iunicsk- 
tions  incident  to,  or  Involved  in,  an  in¬ 
vestigation  by  the  cmnmission  and 
concerning  which  the  licensee  has  knowl¬ 
edge,  shall  be  retained  by  the  licensee 
until  specifically  authorized  in  writing 
by  the  Commission  to  destroy  th^  (b) 
that  logs  incident  to  or  Involved  in  any 
claim  or  complaint  of  which  the  licensee 
has  knowledge  shall  be  retained  by  the 
licensee  until  such  claim  or  cmnplaint 
has  been  fully  satisfied  or  until  the  same 
has  been  barred  by  statute  Umiting  the 
time  for  the  filing  of  suits  upon  such 
claims.  47  CFR  87.99.  87.101,  87.103 

1.15  Air  carrier  aircrafts.  [Amended] 

To  keep  adequate  records  to  permit 
ready  identification  of  individual  air¬ 
craft  if  in  lieu  of  radio  station  call  letter, 
the  official  aircraft  registration  number, 
or  company  flight  identification  is  used. 

Retention  period:  Not  specified.  47 
CFR  87.115 

1.16  Licensees  of  public  safety  and  in¬ 
dustrial  radio  services  stations.  [Re¬ 
vised] 

To  keep  records  as  follows:  By  all  sta¬ 
tions — ^transmitter  measurements,  serv¬ 
ice  and  maintenance  records,  tiie  name 
of  person  or  persons  responsible  for  the 
foregoing:  base  and  fixed  stations  (ex¬ 
cept  such  stations  in  the  public  safety 
services  authorized  to  be  operated  at 
temporary  locations  or  for  unattmided 
operation  and  except  such  stations  in 
the  industrial  radio  service  authorized 
to  be  operated  at  temporary  locations) — 
names  of  persons  responsible  for  the  op¬ 
eration  of  the  transmitting  equipment, 
t(%ether  with  the  period  of  their  duti^: 
for  base  stations  in  tiie  industrial  radio 
services — ^identification  of  other  base 
stations  or  fixed  stations  with  which 
they  communicate,  and  date,  time,  and 
nature  of  such  communication;  and  sta¬ 
tions  whose  antenna  or  emtenna  support¬ 
ing  structure  is  required  to  be  iUumi- 
nated — a  record  of  illumination.  _ 

Retention  period:  1  year.  47  CFR 
89.175,  89:i79,  91.160 

1.17  Licensees  of  industrial  radio  sta¬ 
tions,  land  transportation  (base) 
radio  stations,  and  citizens  radio  sta¬ 
tions  sharing  costs  and  facilities 
with  othor  licensees  in  the  same 
service.  [Amended] 

To  ke^  a  copy  of  cooperative  agree¬ 
ments  and  contracts  as  well  aa  records 
which  reflect  the  non-profit,  cost-shar¬ 
ing  nature  of  that  sharing. 

Retention  period:  The  copy  of  the  co¬ 
operative  agreement  shall  be  kept  during 
the  life*  of  the  agre^ent  and  1  year 
thereafter,  and  the  cost  sharing  records 
shall  be  retained  for  1  year.  47  CFR 
91.6,  91.160,  93.3,  93.160,  95.81(0 

1.18  Nonprofit  corporations  or  associa- 

ti<ms  organised  to  operate  industrial 
radio  stations  in  the  power,  petro¬ 
leum,  fmrest  product,  motion  picture, 
and  relay  press  radio  services. 
[Amended] 

To  keep  records  which  reflect  the  cost¬ 
sharing  noxmroflt  basis  under  which 
they  operate. 

Retention  period:  Not  specifled.  47 
CFR  91.251,  91.301,  91.351,  91.401,  91.45L 
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1.19  Licmisees  amateur  radio  statiims. 
[Amended] 

To  keep  an  accurate  log  of  station 
operation. 

Retention  pmdod:  1  year  fcfilowing  the 
last  date  of  entry:  Provided,  That  those 
portions  of  any  log  covering  operatimi 
of  a  station  in  connection  with  any 
actual  condition  Jeopardizing  the  public 
safety  or  affecting  the  National  Defense 
shall  not  be  dratroyed  unless  prior  ap¬ 
proval  for  such  destruction  shall  have 
been  received  from  the  Commission.  47 
CFR  97.103,  97.105,  97.209. 

1.20  Radio  officers  of  amateur  civil 
emergency  services.  [Amended] 

To  keep  records  of  secret,  tactical,  'or 
abbreviated  call  signs  or  other  distinc¬ 
tive  signals  of  station  identification. 

Retention  period:  Not  specifled.  47 
CFR  97.211, 97.213 

1.21  Manufacturers,  owners,  or  dis¬ 
tributors  of  radio  receivers. 

TO  keep  certificate  of  compliance  with 
radiation  Interference  limits.  _ 

Retention  period:  5  years.  47  CFR 
15.64 

1.22  Licensees  in  land  transportation 
radio  services.  [Amended] 

To  keep  records  as  follows:  By  all  sta¬ 
tions — ^transmitter  measurements,  serv¬ 
ice  and  maintenance  records,  the  name 
of  the  person  or  persons  respcmsible  for 
the  foregoing;  base  and  fixed  stations 
(except  for  such  stations  authorized  for 
unattended  operation) — ^names  of  per¬ 
sons  responsible  for  the  operation  of  the 
transmitting  equipment,  together  with 
the  period  of  their  duty  (except  in  the 
Railroad  Radio  Service) ;  for  base  sta¬ 
tions — ^identification  of  other  base  or 
fixed  stations  with  which  they  communi¬ 
cate,  and  date,  time,  and  nature  of  such 
communications  (except  in  the  Rail¬ 
road  Radio  Service) ;  and  stations  whose 
antenna  structure  is  required  to  be  illu¬ 
minated — a  record  of  illumination. 

Retention  period:  1  year.  47  CFR 
93.160 

1.23  Licensees  of  citizens  radio  service 
stalMMis.  [Amended] 

To  keep  a  record  of  Uluminatlon  for 
those  stations  whose  antenna  or  antenna 
supporting  structure  is  required  to  be 
illuminated.  _ 

Retention  period:  1  year.  47  CFR 
95.113 

1.24  Disaster  <  communications  service 
radio  stations.  [Amraded] 

To  keep  a  list  of  all  general  or  collec¬ 
tive  call  signs,  unit  designators,  or  au¬ 
thorized  substitutes  used. 

Retenticm  period:  Not  specified.  47 
CFR  99.25 

1.25  Disaster  communications  service 
radio  stations.  [Amended] 

To  keep  an  accurate  log  of  all  opera¬ 
tions  in  the  1750-1800  kc  band.  * 

Retention  period:  1  year,  except  that 
those  portions  of  any  disaster  station  log 
covering  operation  of  such  station  in 
connection  with  any  actual  disaster  shall 
not  be  destroyed  unless  prior  approval 
for. such  destruction  shall  have  been 
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gewtred  tram  the  OowiiitMina.  CHI 
99.27 

1.26  lieciMW  of  wmMo  ttio—  in  Ae 
domestie  pnbUe  radio  aervlna. 

To  nmlntoiln  a  tficJhnIcal  log  of  rtatlon 
operation*  as  follows:  For  each  statloii — 
results  and  dates  of  transmitter  meas¬ 
urements,  details  of  servicing  and  main¬ 
tenance  of  transmitters  which  majr  affect 
proper  station  (deration,  and  time  and 
nature  of  failure  or  erratic  operation  of 
transmitter  or  autmnatic  alarm  facili¬ 
ties:  for  stations  having  obstruction 
lighted  antenna  structure — ^tlme  of  dally 
lighting  and  cheek  of  proper  cq^eratlon, 
detafls  of  obstruetkm  light  failure  (if 
any)  and  repair  details,  and  results  of 
three-month  periodic  inspection  (includ¬ 
ing  date,  condition  (ff  obstruction  paint¬ 
ing,  Hating  devices,  indicators,  and 
alanns,  and  details  of  adjustments, 
replaconents,  and  repairs),  and  date 
and  time  of  notice  to  the  Federal  Avi¬ 
ation  Agency  regarding  faikire  ci  ob¬ 
struction  lighting  and  any  resumption 
thereof;  for  stations  required  to  main¬ 
tain  one  or  more  control  points — 
time  and  signature  of  person  operating 
transmitting  equipment  each  day,  in¬ 
cluding  elass,  serial  number  and  expira¬ 
tion  date  of  Uoense  if  (^lerator  is  re¬ 
quired  to  be  licensed,  and  identity  of 
station  or  point  to  which  tranamlsskm 
is  made. 

Retention  period:  1  s^ear:  Provided: 
That  (a)  reocnds  involving  communica¬ 
tions  incident  to  a  disaster  or  which  in¬ 
clude  communications  incid^t  to,  or 
involved  in,  an  investigation  by  the  Com¬ 
mission  concerning  which  the 

licensee  has  knowledge,  shall  be  retained 
by  the  licensee  until  specifically  author¬ 
ised  in  writing  by  the  Ccunmission  to 
destroy  them,  (b)  records  incident  to,  or 
involved  in,  any  claim  m*  complaint  of 
whkdi  the  licensee  has  knowledge  shall 
be  retained  by  the  licensee  until  such 
claim  or  complaint  has  bemi  fully  satis¬ 
fied  or  until  the  same  has  been  barred 
by  statute  limiting  the  time  for  the  fiUng 
of  suits  upon  such  claims.  47  CFR  21JM18 

1.27  Owamuniration  common  carriers. 

To  keep  accounts,  records,  memoranda, 
document  microfilm,  correspondenoe, 
and  rdated  indexes  prepared  by  or  on 
b^glf  of  the  carrier  as  well  as  those 
which  come  into  its  possession  in  con- 
nection  with  the  acquisition  of  proper^, 
such  as  by  purchase,  consolidation,  mer¬ 
ger,  etc. 

Retention  period:  Records  are  to  be 
preserved  in  accordance  with  the  p^od 
of  time  designated  in  the  lists  of  records 
codified.  47  CFR  42.9 

1.28  Operators  of  indostrial  heacfaig 
eqwipoicnt. 

To  keep  a  log  of  inspections  of  indus¬ 
trial  heating  equipment. 

Retention  per^:  Not  qiiecifled.  47 
CFR  18.105 

XVI.  FEDBIAL  DHOSIT  INSUR¬ 
ANCE  CORPORATION 

1.1  InsRtred  banks. 

Each  insured  bank,  as  a  condition  to 
the  right  to  make  any  deduction,  allowed 


under  stetion  7(b)  of  the  Federal  De- 
poMt  Insurance  Act  (12  UR.C.  181T), 
la  detensining  its  assessment  base,  shall 
matxrtain  such  records  as  will  readily 
permit  verification  of  the  correctness  of 
its  assessment  base. 

Retmtioa  period:  No  insured  baiA 
Shan  be  required  to  retain  such  records 
for  such  purpose  for  a  period  in  excess 
of  5  years  from  the  date  of  the  filing 
of  any  certified  statement,  except  that 
vdien  ttiere  is  a  dispute  between  the  in¬ 
sured  baxdc  and  the  Corporation  over  the 
amoont-of  any  assessment  the  bank  shall 
retain  su^  records  until  final  detnmi- 
nation  of  the  issue.  12  U.S.C.  1817(b); 
12  CFR  304.3 

1.2  Imored  hsnhR. 

To  keep  certified  statemoit  forms. 

Retention  period :  Same  as  for  item  1.1. 
12  CFR  304.3 

XVII.  FEDERAL  HOME  LOAN 
BANK  BOARD 

1.1  Federal  Mvings  and  loan  aiMOcia- 
tiona. 

To  keq;>  at  home  offU^e  and  branch 
offices  coixu>lete  records*  of  all  business 
transactions,  and  to  keep  at  agencies  an 
original  reemrd  of  aU  business  transacted 
at  such  agencies. 

Retention  period:  Not  specified.  12 
CFR  546J--11.  545.13,  545.14,  545.15, 
545.19,  54520 

1.2  Fedcnd  Mvings  and  loan  aatocia- 
tions. 

To  keep  records  of  real  estate  loans  in 
case  of  loans  in  excess  of  80  peremt  of 
value  tiiowing  date  and  amount  of  ap¬ 
praisal  and  date  of  iqn>roval  oi  loan,  and 
to  retain  all  reports  and  certifications 
referring  thereto. 

Retention  period':  So  long  as  the  loan 
is  outstanding  and  in  any  event  for  a 
period  of  3  jrears  from  the  date  of  any 
disbursements  on  the  loan.  12  CFR 
545.5-1 

1.3  Federal  savings  and  loan  associa¬ 
tions. 

To  keep  records,  certificates,  and 
credit  and  financial  reports  relating  to 
loans  made  to  fizumce  the  acquisition 
and  development  of  land  for  primarily 
residential  use. 

Retention  period:  Not  specified.  12 
CFR  545.5-14 

1.4  Savings  bnilding  and  loan  associa¬ 
tions  insured  by  tbe  Federal  Savings 
mid  Loan  Insurance  Corporation. 

Signed  appraisals  of  real  estate  loans 
located  more  than  fifty  miles  from  insti¬ 
tution’s  principal  office  to  be  kept  by 
insured  institution. 

Retention  period:  Not  q>eclfled.  12 
CFR  563.10 

1.5  Savings  building  and  loan  associa¬ 
tions  insured  by  the  Federal  Savings 
andXoan  Insurance  Corporation. 

To  keep  records  of  evidence  of  cost  of 
give-away  given  in  connection  with  the 
opening  or  increasing  of  an  account. 

Ret^ition  period:  2  yean.  12  CFR 

66324 


1.6  Savfaups  bnilding  and  loan  associa- 
tisns  fcaanrrd  by  the  Federal  Savings 
and  Loon  tnsaranre  Corporation. 

(a)  To  establish  and  maintain  by  a 
separate  ledger  control  or  otherwise  rec¬ 
ords  showing  the  aggregate  of  outstand¬ 
ing  balances  of  all  accounts  opened  or 
inereaaed  as  the  result  of  tite  services 
of  a  broker  and  to  make  and  retain  an 
it^niaed  record  of  each  payment  of  sales 
commission  to  any  Ixoker,  identifying 
each  account  and  stating  the  amount 
thereof  in  respect  to  which  such  sales 
commission  is  paid. 

(b)  To  retain  original  or  signed  du¬ 
plicate  of  each  agreement  by  which  a 
bn^er  is  employed,  engaged,  or  retained. 

Retention  period:  Not  specified.  12 
(TFR  56325 

1.7  Federal  savinapB  and  loan  associa* 
tions.  [Added] 

To  ke^  records  for  each  real  estate 
loan,  the  security  for  which  includes  one 
or  more  dwelling  imits. 

Retention  period:  Not  specified.  12 
CFR  545.6~1  ' 

L8  Savings  bnilding  and  loan  assopia- 
tions  inaured  by  the  Federal  Savings 
and  Loan  Insurance  Cmporation. 
[Added] 

To  keep  records  showing  compliance 
with  the  limitations  on  real  estate  loans 
to  (me  borrower  If  the  total  balances  of 
an  outstanding  loans  on  the  security  of 
real  estate  owed  to  an  institution  by  any 
one  borrower  exceeds  $100,000. 

Retention  period:  Not  specified.  12 
CFR  563.5-3 

1.9  Savings  bnilding  and  loan  associa¬ 
tions  insured  by  the  Federal  Savings 
and  Loan  Insurance  Corporation. 
[Added] 

To  establish  and  maintain  such  ac- 
coimting  and  other  records  as  will  pro* 
vide  an  accurate  and  complete  record  of 
all  business  transacted  by  it  and,  without 
any  limitation  (m  the  generality  of  tiie 
foregoing,  to  establish  and  maintain  rec- 
ordB  with  req>ect  to:  (1)  loans  on  the 
security  of  real  estate,  (2)  property  pur¬ 
chased  subject  to,  or  with  assumption  by 
a  third  party  of,  an  Institution’s  loan, 
(3)  loans  sold.  (4)  the  acquisition  of 
mortgaged  security,  (5)  insured  ac¬ 
counts,  and  (6)  such  other  records  as  are 
reciuired  lor  statute  or  by  any  other  reg¬ 
ulation  to  which  such  Institution  is  sub¬ 
ject 

Retention  period:  Not  specified.  12 
CFR  563.17-1 

XVIhi.  FEDERAL  MARITIME 
COMMISSION  EAddedl 

1.1  Independent  ocean  freight  forward- 
ers.  * 

To  ke^  bo(^  of  eccoimt  and  records, 
including  each  docummt  prepared,  pro¬ 
cessed,  or  obtained  by  t^  licensee,  in 
<x>nnection  with  carrying  on  the  business 
of  forwarding. 

Retention  period:  5  years.  46  C!FR 
51023 
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XVIII.  FEDERAL  POWER 
COMMISSION 

1.1  Public  utilities  and  licensees. 

Preservation  of  records.  _ 

Retention  period:  Specified  at  18  CFR 

125.1- 125.3 

See  also  Regulations  to  Govern  the 
Preservation  of  Records  of  Public  Utili¬ 
ties  and  Licensees,  December  12,  1962. 
Superintendent  of  Documents,  n.S.  Gov¬ 
ernment  Printing  Office,  Washington  25, 
D.C. 

1.2  Natural  gas  companies. 

Preservation  of  records.  _ 

Retention  period:  Specified  at  18  CFR 

225.1- 225.3 

See  also  Regulations  to  Govern  the 
Preservation  of  Records  of  Natural  Gas 
Companies,  December  12,  1962.  Super¬ 
intendent  of  Documents,  U.S.  Govern¬ 
ment  Printing  Office,  Washington  25, 
D.C. 

XIX.  FEDERAL  TRADE 
COMMISSION 

1.1  Wodi  products  manufacturers. 

To  keep  records  of  the  various  fibers' 
used  in  wool  products.  The  records 
should  show  not  only  the  fiber  content 
of  wool,  reprocessed  wool,  and  reused 
wool,  but  also  any  other  fibers  used. 
Such  records  should  contain  sufficient 
information  whereby  each  of  the  wool 
products  manufactured  can  be  identified 
with  its  respective  record  of  fiber  con¬ 
tent  including  the  source  of  the  material 

used  therein.  _ 

Retention  period:  3  years.  16  CFR 
300.31 

1.2  Fur  products  manufacturers  and 
dealers  in  furs  and  fur  products. 

To  keep  records  showing  all  the  in¬ 
formation  required  under  the  Fur  Prod¬ 
ucts  Labeling  Act  and  under  rules  and 
regulations  relating  to  such  products  or 
furs  in  a  manner  that  will  permit  proper 
identification  of  each  fur  product  or  fur 
manufactured  or  handled.  The  item 
number  required  to  be  assigned  to  a  fur 
product  and  to  appear  on  the  label  and 
on  the  invoice  relating  to  such  product 
must  appear  in  the  records  in  such  a 
manner  as  to  identify  the  product 
through  the  various  processes  of  manu¬ 
facture,  from  whom  purchased  and  the 

date  of  purchase.  ~  _ 

Retention  period:  3  years.  16  CFR 
301.41 

13  Dealers  advertising  prices  of  furs 
and  fur  products. 

To  keep  records  to  support  pricing 
representations  where  comparative 
prices  and  percentage  savings  einims  are 
used  in  advertising. 

Retention  period:  Not  specified.  16 
CFR  301.44 

Persons  guarantying  as  to  flam¬ 
mable  quality  of  fabrics  in  wearing 
apparel  on  basis  of  guaranties  re¬ 
ceived  by  them. 

To  keep  the  guaranty  received  and 
Identification  of  the  fabric  or  fabrics 
guaranteed. 

Retention  period:  3  years  after  guar- 
“rty  furnished.  16  CFR  302.8 
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1.5  Persons  guarantying  as  to  flam¬ 
mable  quality  of  fabrics  in  wearing 
apparel  on  bMis  of  class  tests. 

To  keep  records  showing  (a)  identifi¬ 
cation  of  the  class  test;  (b)  fiber  compo¬ 
sition,  construction,  and  finish  type  of 
the  fabrics;  (c)  a  swatch  of  each  class 
of  fabrics  guaranteed. 

Retention  period:  3  years  after  test. 
16  CFR  302.8 

1.6  Persons  guarantying  as  to  flam¬ 
mable  qpiality  of  fabrics  in  wearing 
apparel  who  have  made  tests  thereof. 

To  keep  records  showing  (a)  style  or 
range  number,  fiber  composition,  con¬ 
struction,  and  finish  type  of  each  fabric 
used  in  the  article  of  wearing  apparel, 
including  a  swatch  of  the  fabric  tested; 
(b)  stock  or  formula  number,  color, 
'thickness  and  general  description  of 
each  film  used  in  the  article  and  a  sam¬ 
ple  of  the  film;  (c)  results  of  actual 
tests. 

Retention  period:  3  years  after  test. 
16  CFR  302.8 

1.7  Textile  fiber  products  maifiifacturers 
and  distributors  substituting  labels. 

To  keep  records  of  the  various  fibers 
used  in  the  manufacture  of  textile  fiber 
products.  Such  records  should  contain 
sufficient  information  whereby  each  of 
the  textile  fiber  products  manufactured 
can  be  identified  with  its  req;)ective  rec¬ 
ord  of  fiber  content  including  the  source 
of  the  material  used  therein. 

Those  substituting  labels  shall  keep 
such  records  as  will  show  the  Informa¬ 
tion  set  forth  on  the  labd  removed  and 
the  name  of  the  person  from  whom  such 
textile  fiber  product  was  received. _ 

Retention  period:  3  years.  16  CFR 
303.39 

XX.  GENERAL  ACCOUNTING 
OFFICE 

1.1  Contractor  using  C!ovemment  bill  of 
lading  as  shipper. 

To  keep  bill  of  lading,  memorandum 
copy,  certified  by  initial  carrier’s  agent. 

Retention  period:  Where  the  bill  of 
lading  covers  shipments  made  under  a 
Government  contract  having  a  records 
retention  clause,  the  memorandum 
copies  should  be  retained  together  with 
other  records  pertaining  to  the  contract 
for  the  specific  period.  When  the  ship¬ 
ment  is  made  under  a  Government  con¬ 
tract  not  having  a  record  retention 
clause,  the  contractor’s  normal  business 
practice  as  to  retention  of  similar  rec¬ 
ords  may  be  followed.  4  CFR  52.9 

1J2  Contractors  having  Government 
c<mtracts  negotiated  without  adveiv 
Using.  [Amended] 

To  keep  records  pertaining  to  the  con¬ 
tracted  project.  (This  requirement  does 
not  apply  to  contracts  involving  the  de¬ 
velopment  of  military  installations  and 
facilities  in  foreign  countries  excepted 
from  the  requirement  pursuant  to  sec¬ 
tion  604  of  the  act  of  November  7,  1963, 
Public  Law  88-174,  77  Stat.  307,  327. 
Nor  does  this  requirement  apply  to  cer¬ 
tain  contracts  entered  into  with  fore^ 
governments  or  their  agencies  for  serv¬ 
ice  rendered  to  the  United  States  or  its 
agencies  within  the  continental  limits  of 


the  United  States  or  to  purchases  made 
outside  the  continental  limits  of  the 
United  States  under  section  633(a)  of 
the  Foreign  Assistance  Act  of  1961, 
approved  September  4, 1961,  Public  Law 
87-195,  75  Stat.  424,  454.  22  UJ3.C. 
2393(a),  as  implemented  by  Executive 
Order  No.  10784,  October  1,  1958,  23  P.R. 
7691  or  under  the  Peace  Corps  Act, 
approved  September  22, 1961,  Public  Law 
87-293,  75  Stat.  612,  22  UJ3.C.  2501  et 
seq.,  as  implemented  by  Executive  Order 
No.  11041,  August  6.  1962,  27  FR.  7859.) 

Retention  period:  3  years  after  final 
payment  under  contract.  41  U.S.C.  254; 
10  U.S.C.  2313.  However,  subcontracts 
under  contracts  for  experimental,  de¬ 
velopmental  or  research  work  may  con¬ 
tain  clauses  specifying  that  records 
pertaining  to  such  subcontract  need  be 
retained  only  3  years  after  final  pasrment 
under  the  subcontract.  Comptroller 
General’^  decision  B-101404,  Sept^ber 
8. 1952 

1.3  C^ontracUHTS. 

Contracts  and  amendments  to  con¬ 
tracts  made  under  authority  of  the  act 
of  August  28, 1958,  72  Stat.  972,  shall  in¬ 
clude  the  following  contract  provision: 
The  Contractor  agrees  that  the  Comp¬ 
troller  General  of  the  United  States  or 
any  of  his  duly  authorized  representa¬ 
tives  shall,  until  the  expiration  of  3  years 
after  final  pasmient,  have  access  to  and 
the  right  to  examine  any  directly  perti¬ 
nent  books,  documents,  papers,  and  rec¬ 
ords  of  the  (Contractor  involving  transac¬ 
tions  related  to  this  contract,  and  agrees 
to  include  similar  provisions  in  all  his 
related  subcontracts.  50  U.S.C.  1433 

1.4  Atomic  CommiMion  contrac¬ 

tors  with  negotiated  contracts  and 
subcontractors  thereof  (except  for¬ 
eign  governments,  agencies  thereof, 
and  contractors  supplying  source 
material  with  foreign  producers). 

Contract  to  include  clause  requiring 
retention  of  any  directly  pertinent  books, 
documents,  papers  and  records  related  to 
the  contract  or  subcontract,  for  inspec¬ 
tion  by  the  Comptroller  General  or  his 
representatives. 

Retention  period:  3  years 'after  final 
payment  unless  agreement  between  the 
Commission  and  the  General  Account¬ 
ing  Office  provides  for  earlier  disposal. 
42UH.C.  2206 

1.5  Public  Housing  Administration  con- 
_  tracts  for  loans  or  annual  contribu¬ 
tions  under  the  United  States-Hous- 
ing  Act  of  1937,  as  amended. 

Contract  to  include  clause  permitting 
Comptroller  General  or  his  representa¬ 
tives  access  to  and  right  to  audit  and  ex¬ 
amine  any  books,  documents,  papers,  and 
records  pertinent  to  operations  with  re¬ 
spect  to  financial  assistance  under  the 
act. 

Retention  period:  Not  specified.  42 
U.S.C.  1435 

1.6  Federal  Civil  Defense  Administra¬ 
tion  plans  for  financial  contributions 
to  States  for  personnel  and  admin¬ 
istrative  expenses  under  the  Federal 
Civil  Defense  Act  of  1950,  as 
amended. 

Plans  submitted  shall  make  available 
to  Comptroller  General  or  his  represent- 
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atiw  books,  records  end  papers  neces¬ 
sary  to  audit  under  the  act. 

Retei^on  period:  Not  spedfled.  58 
UB.C.  App.  2386 

1.7  Grants  for  edncatioaal  television 
broadcasting  facilities  nader  part  IV 
of  title  III  of  the  Conunnnicatkms 
Act  of  1934,  a  s  amended. 
[Amended] 

Recipient  to  keep  ‘such  records  as  may 
be’ reasonably  necessary  ta  enable  the 
Secretary  of  Health,  Education,  and  Wel¬ 
fare  to  carry  out  his  functions  under 
part  IV.  including  records  which  fully 
disclose  the  amount  and  disposition  of 
such  grant,  the  total  cost  of  the  project 
or  undertaking  for  which  the  grant  was 
given  (Hr  used,  and  the  amount  and  nature 
of  that  porti^  of  the  cost  of  the  project 
or  undertaking  supplied  by  other  sources, 
nnd  sucsh  other  records  as  will  facilitate 
an  effective  audit.  • 

The  Secretary  of  Health,  Education, 
and  Welfare  and  the  Comptroller  Gen¬ 
eral  or  any  of  their  duly  authorized 
representatives  shall  have  ac(»ess  for  the 
purpose  of  audit  and  examination  to 
any  b(X)ka.  documents,  pi^pers  and 
records  of  the  recipioit  that  are  perti¬ 
nent  to  the  grant  received. 

Retentkm  period:  Not  specified. 
See.  393  of  the  Communicatlcms  Act  of 
1934.  as  added  by  the  act  of  May  1. 
1963.  Public  Law  87-447.  76  Stat.  64.  66; 
47UH.C.393 

1.8  Adjmtmeiit  amistance  under  aectkms 
313,  314,  or  317  of  die  Trade  Ex¬ 
pansion  Act  of  1962.  [Amended] 

Recipient  shall  keep  records  which 
fully  disclose  the  amount  and  disposition 
by  sucli  recipient  of  the  proceeds,  if  any. 
of  sudi  assistance,  and  which  will  facili¬ 
tate  an  effective  audit.  Rech>ient  shall 
also  keep  such  other  records  as  the  Sec¬ 
retary  of  CcHnmerce  may  prescribe. 

The  Secretary  of  Commerce  and  the* 
Comptroller  General  of  the  United 
States  shall  have  access  for  the  purpose 
of  audit  and  ezaminaticHi  to  any  boedu, 
documents,  papers,  and  records  of  the 
recipient  pertaining  to  su^  assistance. 

Retention  period:  Not  m>eeifled.  Sec. 
318  (a)  and  (b).  Trade  Expansion  Act  of 
1962,  apmroved  October  11.  1962,  Public 
Law  87-794,  76  Stat.  872.  891;  19  U.S.C. 
1918  (a)  and  (b) 

1.9  Recipients  of  grants  for  support  of 
air  pollution  oonirol  programs  under 
ike  Clean  Air  Act.  [Added] 

To  keep  such  records  as  the  Secretary 
of  Health,  Education,  and  Welfare  shall 
iHeecribe,  Including  records  which  fully 
disclose  the  amount  and  disposition  of 
such  grant,  the  total  cost  of  the  iHroject 
or  undertaking  for  which  the  grant  was 
given  or  used,  and  the  amount  of  that 
portkm  (ff  the  cost  of  the  project  or  un¬ 
dertaking  supplied,  by  other  sources,  and 
such  oth^  records  as  will  facilitate  an 
effective  audit. 

The  Secretary  of  Health.  Education, 
and  Welfare  and  the  Comptroller  Gen¬ 
eral  or  any  of  their  duly  authorized  rep¬ 
resentatives  shall  have  access  for  the 
purpose  of  audit  and  examinations  to 
any  books,  documents,  papers  and  rec¬ 
ords  of  the  recipients  that  are  pertinent 
to  the  grants  received. 


Retention  p«iod:  Not  «>ecified.  Sec. 
U  of  the  Cleaa  Air  Act,  aiguroved  Decem¬ 
ber  17. 1963,  PubUc  Law  88-206,  77  Stat. 
392.401 

XXI.  GENERAL  SERVICES 
ADMINISTRATION 

1.1  War  contractors  and  subcootractors. 
World  War  11.  having  contract  of 
$25,000  or  more  or  having  termina¬ 
tion  inventory  north  ^i.000  nr 
psore. 

To  keep  records  essential  to  determin¬ 
ing  performance  under  the  contract  and 
to  justifying  the  settlement  thereof  (ex¬ 
cluded  from  this  provisicHi  are  contractor 
records  title  to  vdiich  is  transferred  to  a 
Federal  agency;  war  contractor  records 
that  are  included  by  Federal  agencies  on 
records  diqpositlcm  schedules  approved 
by  the  Coi^ress  in  the  manner  provided 
in  the  Records  Disposal  Act  of  1942  and 
war  contractor  records  disposal  of  which 
is  approved  in  writing  by  the  Administra¬ 
tor  of  General  Services  and  the  Cmnp- 
troller  General  of  the  United  States) . 

Retention  period:  (a)  5  years  after 
such  disposition  of  termination  inven¬ 
tory  by  such  war  contractor  or  Govern¬ 
ment  agency,  or  (b)  5  years  after  the 
final  pasrment  or  settlement  of  such  war 
contract,  whichever  applicaUe  period  Is 
longer:  Provided,  however.  That  where 
the  termination  Inventory  has  been  dis¬ 
posed  of,  or  final  payment  or  settlement 
of  the  war  contract  has  been  made  on  or 
after  Deeember  31,  1950,  the  above  5- 
year  period  k  reduced  to  3  years. 
18  U.S.C.  443;  and  44  CFR  151.3—151.12 

1.2  [Dphaei] 

1.3  Contractors.  [Revised] 

Contract  clause  required  by  the  act  of 
October  81.  1951  (65  Stat.  700,  41  UJB.C. 
254(c) ) .  to  be  Included  in  each  contract 
negotiated  without  advertising  pursuant 
to  authmdty  contained  in  title  m  of  the 
Federal  Property  and  Administrative 
Services  Act  of  1949,  as  amended,  to  the 
^ect  that  the  Comptroller  General  of 
the  United  States  or  any  oi  his  duly  au¬ 
thorized  representatives  shall  until  the 
expiration  of  3  years  after  final  payment 
have  access  to  and  the  right  to  examine 
any  directly  pertinent  books,  documoits, 
psqpers,  and  records  of  the  contractor  or 
any  of  his  subcontractors  engaged  in  the 
performance  of  and  Involvhtg  transac¬ 
tions  related  to  such  contracts  or 
subcontracts.  Inapplicable  to  contracts 
of  $2,500  or  less  and  subcontracts  of 
like  small  amount  or  for  general  public 
utility  services. 

Retenti(m  period:  3  years  after  final 
payment  under  the  contract.  41  CTO 
1-7.101-10 

1.4  Contracton  with  coatracU  contain- 
kV  the  Saisll  BaafaieM  Snbrowtraft- 
ing  Program  claute.  and  Mdboon- 
tradore  with  eoatracts  coataining 
{HTOviaiaaa  whi^  eonform  — hdanti- 
ally  to  the  Iwaguage  of  that  claneo. 

Maintain  records  showing  information 
required  Igr  the  clause. 

RetmtloQ  period:  Not  ^>edfled.  41 
CFR  l-l.Tl$^(b) 


1.5  Gaatraetors  with  eowtracU  oemtain- 
ing  the  Labor  Surplus  Area  Subcon¬ 
tracting  Program  ^nse.  and  subcon¬ 
tractors  with  contracts  containing 
provisions  which  conform  substanti¬ 
ally  to  the  language  of  that  dUiuse. 

Maintain  records  showing  procedures 
which  have  been  adopted  to  comply  with 
the  policies  set  forth  in  the  clause. 

Retention  period:  Not  specified.  41 
CPR  l-1.805-3(b) 

1.6  Ccmtractors  widi  fixed<i;irice  supply 
contracts  containing  the  standard  in¬ 
spection  clause. 

Keep  complete  records  of  all  inspection 
work  by  the  contractor  and  make  such 
records  available  to  the  Government. 

Retention  period:  During  performance 
of  the  contract  and  for  such  longer 
pdrlod  as  may  be  specified  elsewhere  in 
the  contract.  41  CFR  1-7.101-6,  1- 
14.104(a) 

1.7  Contractors  with  fixed-price  cim- 

tracts  in  excess  of  $2,500  for  (a)  sup¬ 
plies,  or  (b)  experimental,  ^velop- 
mental,  or  reaeiurch  work  where  a 
profit  is  c<mtemplated,  when  such 
contraets  ^ntain  the  standard  long- 
form  Termination  for  Convenience 
of  the  Government  clause.  * 

Unless  otherwise  provided  for  in  the 
contract,  or  by  applicable  statute,  pre¬ 
serve  and  make  available  to  the  (Govern¬ 
ment  at  all  reasonable  times  at  the 
(ffOce  of  the  contractor  but  without 
direct  charge  to  the  Government,  all  his 
bo(du,  records,  documents,  and  other  evi¬ 
dence  bearing  on  the  costs  and  expenses 
of  the  contractor  imder  the  contract  and 
rdating  to  the  work  terminated  there¬ 
under,  or,  to  the  extent  approved  by  the 
contracting  officer,  photographs,  micro¬ 
photographs,  or  other  authentic  repro¬ 
ductions  thereof. 

Retention  poicxi:  3  years  after  final 
settlement  under  the  contract.  41  CFR 
1-6.701 

1.8  Ccmtracton  with  fixed-price  con- 
straetkm  contracts  estimated  to  ex¬ 
ceed  $10,0<X),  when  such  contracts 
contain  the  standard  Termination  for 
Convenience  of  the  Ckivemment 
danse. 

Unless  otherwise  provided  for  in  the 
(xmtract,  or  by  aj^plicable  statute,  pre¬ 
serve  and  make  availstUe  to  the  (Govern¬ 
ment  at  sJl  reaspnshle  times  at  the 
office  of  the  contractor  but  without 
direct  charge  to  the  Government,  all  his 
books,  records,  documents,  and  other  evi¬ 
dence  bearing  on  the  costs  and  expenses 
of  the  contractor  under  the  contract  and 
relating  to  the  work  terminated  there¬ 
under.  or.  to  the  extent  iq>proved  by  the 
contracting  officer,  xdiotographs,  micro- 
Ifiiotographs,  or  other  authentic  repro¬ 
ductions  thereof. 

Retention  period:  3  years  after  final 
settlement  under  the  contract  41  CPR 
1-8.703 

1.9  Sellers  whh  fixed-price  rabcon- 
traels  wMdi  contain  me  terminatios 
clause  suggested  for  use  in  sndi  con* 
tracts. 

unless  otbmrise  provided  for  in  the 
subcontract,  or  by  applicable  statuta, 
make  available  to  the  buyer  and  the  Gov- 
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eminent  at  all  reasonable  times  at  the 
office  of  the  aU  his  books,  records, 
documents,  or  other  evidence  bearing  on 
the  costs  and  expenses  of  the  seller 
under  the  subcontract  and  in  respect  of 
the  termination' of  woi^  thereunder,  or. 
to  the  extent  approved  by  the  Govern¬ 
ment,  photographs,  microphotc^^phs, 
or  other  authentic  reproductions  thereof. 

Retention  period:  3  years  after  final 
settlement  under  tide  contract.  41  CFR 
1-8.706 

1.10  Contractors  with  contracts  entered 
into,  amended,  or  modified  nnder  the 
extraordinary,  emorgmcy  anduMrity 
granted  by  the  Act  of  August  28, 
1958,  Public  Law  85-804  (50  U.S.C 
1431-1435). 

Every  such  contract  shall  contain  a 
clause,  unless  (a)  the  contract  is  for 
purchases  authorized  to  be  made  outside 
the  United  States  under  the  Foreign 
As^tance  Act  of  1961,  and  (b)  pursuant 
to  Executive  Order  10784,  as  amended 
by  Executive  Order  10845,  it  is  deter¬ 
mined  by  the  agency  that  inclusion  of 
such  clause  or  compliance  therewith  (if 
Included)  would  be  impracticable,  to  the 
effect  that  the  Comptroller  General  of 
the  United  States  or  any  of  his  duly 
authorized  representatives  shall  have 
access  to  and  the  right  to  examine  any 
directly  pertinent  books,  documents, 
papers,  and  records  of  the  contractor  or 
any  of  his  subcontractors  ei^aged  in 
the  performance  of  and  involving  trans¬ 
actions  related  to  such  contracts  or  sub¬ 
contracts. 

Retention  period:  3  years  after  final 
payment.  41  CFR  1-17.206 (e) 

I. 11  Contractors  with  contracts  and 

amendments  or  modifications  of  con¬ 
tracts  made  prior  to  July  1,  1958, 
when  such  contracts  and  amend¬ 
ments  or  modifications  were  issued 
under  Title  II  of  the  First  War  Powers 
Act,  1941  (55  Stat.  8391),  as 
amended.  [Amended] 

Every  such  contract  shall  contain  a 
clause  to  the  effect  that  the  Comptroller 
Qeneral  of  the  United  States  or  any 
of  his  duly  authorized  representatives 
shall  have  access  to  and  the  right  to 
examine  any  pertinent  books,  documents, 
I>apers,  and  records  of  the  contractor 
or  any  of  his  subcontractors  engaged  in 
the  performance  of  and  involving  trans¬ 
actions  related  to  such  contracts  or  sub¬ 
contracts. 

Retention  period:  Not  specified.  Sec. 

II,  EO  10210,  Feb.  2,  1951  (3  CFR,  1949- 
1953  Comp.,  p.  391) 

XXII.  HOUSING  AND  HOME 
FINANCE  AGENCY 
1.  Office  of  the  Administrator 

I'l  Local  Public  Agencies  making  relo¬ 
cation  payments  nndmr  slum  cleaiv 
ance  and  urban  renewal  projects. 

To  maintain  records  pertaining  to 
^ibility  of  relocation  payments,  in¬ 
cluding  all  supporting  documentation; 
^d  to  keep  records  and  papers  of  indi¬ 
vidual  claims  for  pasrments,  including 
jweipted  bills  or  other  evidence  estab¬ 
lishing  validity  of  the  claim. 

^teption  period:  Not  specified  for 
ei^ibility  records;  permanent  for  rec¬ 
ords  of  claims.  24  CFR  3.106,  3.109 


1.2  Applicants  fcr  aseislance  under  the 
programs  administered  by  the  Com¬ 
munity  Facilities  Administration 
(preparation  by  public  agencies  of 
plans  for  public  wmIcs). 

To  keep  accurate  accounting  records 
of  all  costs  involved  in  connection  with 
plan  preparation. 

Retention  period:  Not  specified.  44 
CFR  702.13 

2.  Federal  Housing  Administration 

2.1  Lending  agencies  with  respect  to 
IHoperty  irniwovement  loans. 

To  keep  complete  credit  and  collection 
file  pertaining  to  each  eligible  property 
improvement  loan  transaction,  which 
will  acc(»npany  any  claim  for  loss  made 
by  the  insured,  and  to  include  the  bor¬ 
rower’s  application  for  a  Title  I  loan,  the 
ordinal  note,  completion  certificate(s) 
and  other  exhibits  furnished  to  the  lend¬ 
ing  institution  the  borrower.  Where 
proceeds  of  the  loan  are  not  disbursed 
directly  to  borrower  without  dealer  in¬ 
tervention  in  any  manner,  file  will 
include  borrower’s  written  authorization 
to  disburse  to  other  than  the  borrower, 
signed  copy  of  contract  or  sales  agree¬ 
ment  describing  tirpe  and  extent  of 
inmrovements  to  be  made  and  the  mate¬ 
rial  to  be  used,  also  record  of  written 
notice  to  borrower  of  credit  application 
approval.  Proper  evidence  shall  be  m 
the  file  of  permissible  additional  charges 
assessed  against  the  borrower  for  addi¬ 
tional  expenses  such  as  recording  or 
filing  fees,  documentary  stamp  taxes, 
title  examination  charges  and  hazard 
insurance  premiums  in  connection  with 
Title  I  property  improvement  loans 
where  security  is  taken  in  the  nature  of 
a  real  estate  mortgage,  deed  of  trust, 
conditional  sales  contract,  chattel  mort¬ 
gage,  mechanic’s  lien  or  other  security 
device  taken  for  the  purpose  of  secmring 
the  payment  of  eligible  loans.  E^ddence 
of  late  charge  billing  must  be  in  the  file 
if  claim  is  made  under  the  Contract  of 
Insurance.  With  respect  to  Class  3 
property  improvement  loans  under  Title 
I  of  the  National  Housing  Act,  the  prop¬ 
erty  description,  plans  and  specifications 
shall  remain  a  permanent  part  of  the 
loan  file  in  connection  with  certification 
to  the  Commissioner  by  the  insmed  that 
in  its  opinion  the  site  is  suitable  for  a 
home  and  the  proposed  structure  when 
completed  will  not  adversely  affect  sur¬ 
rounding  properties. 

Retention  period:  Not  specified.  24 
CPR  200.171,  200.172,  200.174,  200.177, 
200.185,  201.2,  201.4,  201.8,  201.11,  202.8 

2.2  Lending  agendea — ^Tltle  L 

To  keep  dealer  files  in  connection  with 
dealer  approval,  investigation  and  con¬ 
trol  which  shall  contain  the  dealer 
application,  the  approval  by  the  Insured 
together  with  supporting  information 
and  aTecord  of  ^e  insured’s  experience 
with  the  loans  originated  by  such  dealer. 

Retention  period:  Not  specified.  24 
CFR  200.170,  201.8 

2.3  Lending  agencies  with  respect  to 
multifamily  housing  insured  under 
sections  207,  213,  220,  221,  231, 
232,  803,  810,  and  908  of  the  Na¬ 
tional  Housing  Act.  [  Amended  ] 

To  keep  records  filed  by  the  mortgagor 
with  respect  to  occupancy  reports  when 


prescribed  by  the  Commissioner,  annual 
CPA  reports,  and  copies  of  minutes  of 
stockholders*  anil  directors*  meetings 
certified  to  by  the  Secretary  of  the  Cor- 
poratic^i  (mortgagor). 

Retention  period:  Not  specified.  24 
CFR  207.19,  213.30,  220.501,  221.530, 
221.538,  221.550,  221.552,  231.8,  810.1 

2.4  Mortgagors  of  multifamily  housing 

under  sections  207,  213,  220,  221, 
231,  232,  803,  and  810  of  the  Na¬ 
tional  Housing  Act.  [Amended  ] 

To  keep  books  and  accoimts  in  accord¬ 
ance  with  requirements  at  the  FHA 
Commissioner  and  in  such  form  as  will 
permit  a  speedy  and  effective  audit  and 
maintain  for  such  periods  of  time  as  may 
be  prescribed  by  tlie  (Commissioner;  con¬ 
tracts,  records,  documents,  and  pcq^ers 
shall  be  subject  to  inspection  and 
examination  by  the  FHA  Commissioner 
and  his  duly  authorized  agent  at  adl 
reasonable  times. 

Retention  period:  Not  specified.  24 
(CFR  207.19,  213.30,  220.501,  221.530, 
221.538,  221.550,  221.552,  231.8,  232.45, 
810.1 

2.5  Mortgagors  of  multifamily  rental 
housing  nnder  sections  207,  213, 
220,  221,  231,  232,  803,  and  810  of 
the  National  Housing  Act. 
[Amended] 

Where  neither  mortgagor  nor  its  asso¬ 
ciates  has  any  interest  in  the  builder, 
financial  or  otherwise,  and  in  connection 
with  cost  certification  procedure,  records 
shall  be  kept,  of  all  costs  of  any  construc¬ 
tion  or  other  cost  items  not  representing 
work  under  the  general  contract;  where 
the  mortgagor  and/or  its  associates  have 
an  interest  in  the  builder,  contractor,  or 
any  subcontractor,  the  mortgagor  shall 
keep  such  records  and  in  turn  require  the 
builders  to  keep  similar  records.  Re¬ 
quirements  also  apply  to  rehabilitation 
projects. 

Retention  period:  Not  specified.  24 
CJPR  207.27,  213.35,  213.37,  220.501,  231.1, 
232.83,810.1 

2.6  Lending  agencies  with  respect  to 
multifamily  rental  housing  insured 
nnder  sections  207,  213,  220,  221, 
231,  232,  233,  608,  611,  803,  810, 
and  908  of  the  National  Housing  Act. 
[Amended] 

When  eligible  to  receive  the  benefits 
of  the  mortgage  insurance,  and  where  it 
is  elected  to  assign  the  mortgage  to  the 
FHA  Comnfissioner,  along  with  other 
requirements,  there  will  be  assigned  and 
delivered  to  the  Commissioner,  all  rec¬ 
ords,  documents,  books,  papers,  and 
accounts  relating  to  the  mortgage 
transaction. 

Retention  period:  Noi  specified.  24 
CPR  207.258,  220.501,  221.751,  231.1,  232.- 
251,  233.501,  608.257,  611.257,  803.258, 
803a.251, 810.251, 908.251 

2.7  Inyestim  insured  nnder  yield  insur¬ 
ance  provisions  nnder  title  VII  of  the 
National  Housing  Act. 

Shall  establish  and  maintain  such 
bocdcs,  records  and  accoimts  with  respect 
to  the  insured  project  as  may  be  pre¬ 
scribed  by  the  Commissioner  and  will,  in 
the  judgment  of  the  Commissioner,  ade¬ 
quately  ahd  accurately  refiect  the  condi¬ 
tions  and  operations  of  the  project.  The 
investor  shall  agree  to  permit  the  Com- 
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or  hls  agent  at  all  reaaonatde 
ttmea  upon  request  to  examine  any  and 
an  bool^  records,  contracts,  documents, 
and  aocoimts  of  the  investor  whi^  re. 
fleet  in  any  way  the  condltioc  or  opera- 
tkms  of  ttie  project. 

Retention  p^od:  Not  specifled.  24 
CFR  702.2S5 

2A  LeadBag  agaadM  for  a— Idfsmily 
reafl  hotuhig  wnilHr  seclioas  207, 
21S,  220,  221,  231,  232rflS3,  608, 
60»,  611,  80S,  810,  aad  900  of  the 
National  Hoariwg  Act. 

Utxm  assignment  of  the  mortgage  to 
the  Federal  Hotising  Commlsstoner,  when 
entitled  ta  reo^ve  the  bmeflts  of  the 
insurance  win  driver  to  the  Oommis- 
Stoner,  in  addition  to  other,  itons  spec- 
ifled,  aU  records,  documents,  books, 
papers,  and  accounts  relating  to  the 
mortgage  transaction. 

Retention  period:  Not  specifled.  Sees. 
207,  213,  220,  221,  231.  232,  233,  608,  009, 
•11,  803.  810,  and  908,  National  Houflng 
Act  of  1934 

2.9  Mortngon  of  new  or  r^abilitated 
muhiramily  boosing  insured  under 
seettoM  207,  213,  220,  221,  231, 
232,  803,  a^  810  of  the  National 
Howsing  Act. 

To  keep  such  records  as  are  prescribed 
by  the  Federal  Housing  Commissioner  at 
ttie  time  cotifleation  to  keep  such  rec¬ 
ords  Is  made  and  to  keep  tiiem  in  sueh 
form  as  to  permit  a  qjee^  and  effective 
audit. 

Retention  period:  Nbt  specified.  Sec. 
•14.  Rousing  Act  ot  1954,  12  nB.C.  1715s 

XXIII.  INTERSTATE  COMMERCE 
COMMISSION 

1.1  Refrigerator  car  lines. 

To  keep  records  as  Usted  In  the  sections 

cited.  _ 

Retention  periods:  Various.  49  CFR 
24.  par.  4.  110.7 

1.2  Railroad  ctmipanies. 

To  keep  records  as  listed  in  the  section 
cited. 

Retentton  periods:  Various. '  49  CFR 
110.7 

1.3  Electric  railway  companiea. 

To  keep  records  as  listed  in  the  section 
cited. 

Retention  periods:  Various.  49  CFR 
110.31 

1.4  Sleeidng  car  companies. 

To  keep  records  as  listed  in  the  section 
cited. 

Retention  periods:  Various.  49  CFR 
110.50 

1.5  Express  companies. 

To  keep  records  as  listed  in  the  section 
cited. 

Retentton  periods:  Various.  49  CFR 
.110.70 

1.6  Pipdine  companies. 

To  keep  records  as  listed  in  the  section 
cited. 

Retention  periods:  Various.  49  CFR 
110.87 


1.7  Persons  which  famish  cars  to  r^ 


To  keep  records  as  listed  in  the  section 
cited. 

Retention  periods:  Various.  49  CFR 
llt.KM 

1.8  Rate-making  organisations. 

To  keQ>  records  as  listed  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
13030 

1.9  Motor  carriers  otiier  than  Class  I. 

To  ke^  records  as  listed  in  the  sec¬ 
tions  cited,  except  that  Class  n  motw 
carriers  of  property  comply  with  49  CFR 
203301>20330T. 

Retention  periods:  Various.  49  CFR 
203.1,208.4 

1.10  Brokers  for  motor  carriers. 

To  keep  same  records  for  same  periods 
as  motor  carriers  other  than  Class  I, 

Insofar  as  applicable.  _ 

Retention  periods:  Various.  49  CTO 
203.100 

1.11  Motor  canriers.  Class  I. 

To  keep  records  as  listed  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
203.307 

1.12  Water  carriers. 

To  keep  records  as  listed  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 

325.7 

1.13  Freiiht  forwarders. 

To  keQ>  records  as  listed  in  the  section 

cited.  _ 

Retention  periods:  Various.  49  CFR 
460.11 

1.14  Private  carriers  subject  to  Part  11 
of  the  Interstate  Commerce  Act. 
[Added] 

To  keep  records  as  listed  in  the  sections 

cited.  _ 

Retention  poiods:  Various.  ^  CFR 

191.10. 1943. 195.8. 1963. 198.7 

1.15  Motor  carries  exempt  under  sec¬ 
tion  203(b)  of  the  Interstate  Com¬ 
merce  Act.  [Added] 

To  keep  records  as  listed  in  the  sections 
cited. 

Retention  poiods:  Various.  49  CFR 
191.10,  194.3,  194.6,  1953,  195.9,  1963, 

196.7 

1.16  Carriers  of  migratory  wmhers  by 
motor  vehicles.  [  Add^] 

To  keep  records  as  listed  in  the  section 

dted.  _ 

Retention  poiods:  Various.  49  CTR 
1983 

XXIV.  NATIONAL  AERONAU¬ 
TICS  AND  SPACE  ADMINIS¬ 
TRATION 

1.1  Contractors  with  contracts  having 
specific  dauses. 

Tb  retain  and' make  available,  upon 
written  request  of  the  Contracting  Offi¬ 
cer,  the  following: 


(a)  A  set  of  engineering  drawings 
sufficient  to  maUe  manufacture  of  any 
equipmmt  or  items  furnished  under  the 
C(mtrad.orasetof  flowsheets  and  engi¬ 
neering  drawings  sufficient  to  enable  any 
performance  of  any  process  developed 
under  the  contract. 

(b)  Any  subject  data  which  is  neces- 
sary  to  explain  or  to  help  the  Qovem- 
ment  tedinteal  personnel  imderstand 
any  equipment,  items,  or  process  de¬ 
veloped  under  the  contract  and  furnished 
to  the  Qovemment. 

Retention  period:  1  year  after  final 
payment  under  the  contract.  41  CFR 
18-9302-1 

1.2  Contractors  with  contracts  having 
specific  clauses. 

To  maintain  controls  of  progress  pay- 
mente  and  make  available  to  the  Govern¬ 
ment  the  books,  records,  and  accounts 
thereof. 

Retention  period:  During  performance 
of  the  contract.  41  CFR  18-7.104-23 

13  Contracton  with  aontracts  having 
clauae  pertaining  to  amall  busincM 
subcontracts. 

TO  maintain  records  showing  (a) 
whether  each  prospective  subcontractor 
is  a  small  business  CQncem,  and  (b)  pro- 
eedures  which  have  been  adopted  to 
comply  with  the  policies  set  forth  in  the 
contract  clause  entitled  ^'Utilization  of 
Small  Business  Concerns.** 

Ret^tion  p»iod:  During  pm*fonnance 
of  the  contract.  41  cm  18-1:707-3 (b) 

1.4  Contractors  with  ccmtracts  having 
specific  dauses. 

To  maintain  records  of  all  inspection 
work  and  make  them  available  to  the 
Government. 

/  Retention  period:  During  performance 
of  contract  and,  for  such  longer  period 
as  may  be  specifled  in  the  contract.  41 
CFR  18-7302-4 

1.5  Contractors  with  cost  reimbursement 
type  supply  and  research  and  de- 
vdopmeat  ccmtracts. 

A  standard  “Records”  clause  is  pro¬ 
vided.  Shall  preserve  and  make  avail¬ 
able  books,  records,  documents,  and  other 
evidence  pertaining  to  the  expenses  for 
which  reimbursement  is  claimed  under 
the  contract  and  to  make  them  available 
to  the  Comptroller  General  or  any  of  his 
duhr  authorized  representatives. 

Retention  period:  3  years  after  date 
of  “completion”  voucher  or  invoice  or 
until  settl^ent  of  any  litigation,  which¬ 
ever  is  longer.  41  CFR  18-7.203-7. 

1.6  Contractors  with  fixed-price  supply 
contracts,  and  fixed-price  research 
and  devdopment  contracts. 

A  standard  “Examination  of  Records” 
clause  is  provided.  The  Comptroller 
General  or  any  of  his  duly  authorized 
representatives  shall  have  access  to  and 
the  right  to  examine  any  directly  perti¬ 
nent  books,  documents,  papers  and  rec¬ 
ords  involving  trahsactions  related  to 
the  contract. 

Retention  period:  3  years  after  final 
payment  under  the  contract.  41  CFR 
18-7.104-15 
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xxv.  PANAMA  CANAL  COM¬ 
PANY  AND  CANAL  ZONE 
GOVBLNMENT 

1.1  Masters  of  yessels  transferring  haa- 
ardons  liquid  cargoes  in  Canal  Zone 
ports. 

To  keep  original  of  the  ‘Declaration 
of  Inspection  Prior  to  Bulk  Cargo 
Transfer.”  - 

Retention  period:  Discard  at  expira¬ 
tion  of  voyage.  35  CFR  4.121 

1.2  Masters  of  vessels  at  sea,  'destined 
for  Canal  Zone  ports. 

To  keep  sanitary  log  or  other  <^cial 
record  of  sanitary  conditions  and  correc¬ 
tive  measures  taken. 

Retention  period:  Retention  not  re¬ 
quire  by  Canal  authorities  besrond  ex¬ 
piration  of  voyage.  35  CFR  24.50,  24.52 

1.3  Vessels  undergoing  sanitary  inspec* 
tion  at  Canal  Zone  ports. 

To  keep  certificates  covering  deratiza¬ 
tion  or  exemption  from  deratization. 

Retention  period:  Indefinite.  85  CFR 
2189 

1.4  Vessels  transiting  or  partially  trans¬ 
iting  Panama  CanaL 

To  keep  tonnage  certificate,  a  full  set 
of  plans,  and  a  copy  of  the  measurements 
tdiich  were  made  at  the  time  of  issue  of 
Its  national  tonnage  certificate. 

Retention  period:  Until  vessel  is  de- 
c(»nmlssioned.  35  CFR  27.3 

XXVI.  RAILROAD  RETIREMENT 
BOARD 

1.1  Employers  subject  to  contributions 
under  the  Railroad  Unemployment . 
Insurance  Act  for  any  calendar  quar¬ 
ter. 

To  keep  such  permanent  records  as  are 
necessary  to  establish  the  total  amount 
of  compensation  paid  to  employees,  dur¬ 
ing  each  such  quarter  for  services  per- 
fonned  after  June  30, 1939. 

Retention  period:  At  least  4  years.  20 
CFR  345.24 

1.2  States  (employment  agencies). 

To  make  records  available  to  Railroad 
Retirement  Board. 

Retention  period:  Not  specified.  42 
UB.C.  503(c)(1) 

1.3  Employers  subject  to  the  Railroad 
Retirement  Act. 

To  keep  original  records  necessary  to 
establish  service  and  compensation  for 
a  number  of  years  prior  to  1937  which, 
when  added  to  the  years  elapsed  after 
1936.  total  at  least  50. 

Retention  period:  Not  specified.  20 
CPR  220.4 

XXVII.  SECURITIES  AND  EX¬ 
CHANGE  COMMISSION 

M  Exclum,.  member.,  brokers,  mid 
dealers. 

I  keep  books  and  records  relating  to 
theh  business  including  blotters;  ledg¬ 
ers;  other  records  of  orders,  purchases, 
wd  sales;  records  of  the  proof  of  money 
oniances  of  all  ledger  accounts  in  the 
lonn  of  trial  balances;  questionnaires  or 


applications  for^  employment  executed 
by  associated  persons  of  such  mmber, 
broker,  or  dealer;  and  other  records 
and  accounts  as  specified  in  the  sections 
cited. 

Retention  periods:  6  years  and  3  years 
as  specified  in  the  sections  cited.  Film¬ 
ing  of  records  permitted  after  2  years. 
17  CFR  240.17ar-3.  240.17a-4 

1.2  Exchange  members,  brokers,  and 
dealers. 

To  keep  all  partnership  articles,  ar¬ 
ticles  of  incorporation,  charters,  minute 
books,  and  stock  certificate  books. 

Retention  period:  Life  of  business  and 
its  successors.  Filming  of  records  per¬ 
mitted  after  2  years.  17  CFR  240.17ar-4 

1.3  National  securities  exchanges. 

To  keep  copies  of  statements,  exhibits, 
and  other  information  regarding  regis¬ 
tered  securities,  filed  pursuant  to  sections 
12,  13,  14,  and  16  of  the  Securities  Ex¬ 
change  Act  of  1934. 

Retention  period:  The  foregoing  ma¬ 
terials  may  be  destroyed  after  5  years 
in  accordance  with  plans  submitted  to 
and  declared  effective  by  the  SEC  pur- 
suant  to  its  Rule  17a-6.  17  C7FR 
240.17a-6,  240.24b-3 

1.4  Mutual  service  companies  and  sub¬ 
sidiary  service  compuiies  associated 
with  regisUared  public  utility  holding 
companies. 

To  keep  miiform  accounts  and  o^er 
records  to  show  fully  the  facts  pertaining 
to  all  entries  and  supported  in  sufficient 
detail  to  permit  ready  identification  and 
analysis.  These  accounts  and  other  rec¬ 
ords  include  not  only  accounting  records 
in  a  limited  technical  sense,  but  an  other 
records  such  as  minute  books,  stock 
books,  reports,  memoranda,  contracts, 
invoices,  maps,  correspondence,  other 
papers  and  documents  which  support 
entries  to  accoimts  and  are  necessary  or 
useful  in  anahrzing  accounts  or  develop¬ 
ing  facts  concerning  any  transaction. 

Retention  period:  Permanent,  except 
as  otherwise  authorized  by  the  Secu¬ 
rities  and  Exchange  Commission  pursu¬ 
ant  to  the  Uniform  l^stem  of  Accounts 
for  Mutual  Service  Companies  and  Sub- 
sidiary  Service  Companies.  17  CFR 
256.01-8 

^1.5  Registered  public  utility  bedding 
companies  wnidi  are  not  also  oper¬ 
ating  companies. 

To  keep  uniform  accounts  and  other 
records  to  show  fully  f{u:ts  pertaining  to 
all  entries  and  supported  by  sufficient 
detail  to  permit  ready  identification  and 
analysis.  These  accounts  and  other  rec¬ 
ords  include  not  onh^  accounting  records 
in  a  limited  technical  sense,  but  all  rec¬ 
ords  such  as  minute  books,  stock  books, 
stockholder  records,  reports,  memoranda, 
contracts,  correspondence,  other  pajrers 
and  documents  which  may  be  useful  in 
developing  history  of  or  facts  regarding 
any  transaction  recorded  in  accounts. 

Retention  periods:  On  November  24, 
1959,  the  Commission  adopted  its  “Reg¬ 
ulation  to  govern  the  preservation  and 
destruction  of  books  of  account  and  other 
records  of  companies  which  are  subject 
to  the  Uniform  Ssrstem  of  Accounts  for 
Public  Utility  Holding  Company  Act  of 


1935,”  which  prescribes  specific  reten¬ 
tion  periods  and  microfilming  privileges 
with  respect  to  all  of  books  of  account 
and  other  records  of  registered  holding 
companies.  17  CFR  257.0-3 

1.6  Regist««d  investment  companies 
and  underwritMV,  InrtdKers,  dealers 
or  investment  advisers  which  are 
maj<Hity-owned  subsidiaries  of  such 
companies. 

To  keep  such  accounts,  books,  and 
other  documents  relating  to  its  business 
which  constitute  the  record  forming  the 
basis  for  financial  statements  required 
to  be  filed  pursuant  to  Section  30  of  the 
Investment  Company  Act  of  1940,  and 
of  the  auditor’s  certificate  relating 
thereto.  For  registered  investment  emn- 
panies,  these  records  include  loumals 
(or  other  records  of  original  eutry)  con¬ 
taining  an  itemized  daily  record  in 
detail  of  all  securities  transactions  (in¬ 
cluding  those  in  its  own  securities); 
g^eral  and  auxiliary  ledgers  (or  other 
records)  refiectlng  asset,  liability,  re¬ 
serve,  capital,  income  and  expense  ac¬ 
counts;  separate  ledger  accounts  (or 
ether  records)  for  each  pmUolio  secu¬ 
rity,  for  each  bitter-dealer  or  other  per¬ 
son  through  which  portfolio  securities 
transactions  are  effected,  and  for  each 
shareholder  of  record;  a  securities  rec¬ 
ord  or  ledger;  corporate  charters,  certifi¬ 
cates  of  incorporation  or  trust  agree- 
m^ts,  bylaws,  and  minute  books; 
records  of  brokerage  orders;  records 
showing  the  bases  for  the  allocation  of 
orders  for  the  purchase  and  sale  of  port¬ 
folio  securities  to  named  brokers  or 
dealers  and  the  divisions  of  brokerage 
commissions  or  other  compensation  on 
such  purchase  and  sale  orders,  including 
the  cemsideration  given  to  enumerated 
factors;  records  identifying  the  persons 
authorizing  the  purchase  or  sale  of  port- 
f(filo  securities;  and  all  vouchers,  memo¬ 
randa,  correspondence,  and  other 
documents. 

Every  underwriter,  broker,  or  dealer 
which  is  a  majority-owned  subsidiary  of 
a  registered  investment  company  shall 
keep  such  accounts,  books,  and  otiier 
documents  as  are  required  of  brokers 
and  dealers  by  rule  adopted  under  Sec¬ 
tion  17  of  the  Securities  Exchange  Act  of 
1934. 

Every  investment  adviser  which  is  a 
majority-owned  subsidiary  of  a  regis¬ 
tered  investment  company  shall  keep 
such  accounts,  books,  and  other  docu¬ 
ments  as  are  required  of  registered  in¬ 
vestment  advisers  by  rule  adopted  under 
Section  204  of  the  Investment  Advisers 
Act  of  1940. 

Retention  period:  Registered  invest¬ 
ment  companies:  journals,  ledgers,  cor¬ 
porate  charters,  certificate  of  incorpo¬ 
ration,  trust  agreements,  by-laws,  and 
minute  books — permanently;  other  rec¬ 
ords — 6  years.  Underwriter,  broker,  or 
dealer  which  is  a  majority-owned  sub¬ 
sidiary  of  a  roistered  investment  com¬ 
pany,  see,,  rule  adopted  under  Section  17 
of  the  seurities  Exchange  Act  of  1934. 
Investment  adviser  which  is  a  majority- 
owned  subsidiary  of  a  registered  invest¬ 
ment  company,  see  rule  adopted  under 
Section  204  of  the  Investment  Advisers 
Act  of  1940.  Notwithstanding  the  above, 
records  may  be  destroyed  piu*suant  to  a 
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Idan  miproTed  by  the  Securittoe  and  Ex¬ 
chance  Ckxnmlarion  punuant  to  Rule 
Sla-X  Microfilming  permitted  after  S 
years.  17  CFR  27(U1»-1.  STOJla^ 

1.7  Depositor  of  and  priacipal  midcr. 
writer  fer  mmjr  reghieayd  hireitm— t 
ratnpaay  other  than  a'daaed-ead  in- 
reataMDS  company. 

To  keep  such  accounts.  Ixxdcs,  and 
other  documents  as  are  required  of 
brokers  and  dealers  by  rule  adopted 
under  Section  17  of  the  Securities 
Exchange  Act  of  1934,  to  the  extent  such 
records  are  necessary  or  appropriate  to 
record  such  person's  transactions  with 
su^  registered  investment  company. 

Retention  period:  Not  less  than  6 
yeturs.  Bee  rule  adopted  under  Section 
17  of  the  Securities  Bx^iange  Act  of  1934. 
17  CFR  270 Jla-l,  270.Sla-2 

1.S  InvcatBieiit  adTucr  not  a  BMijority- 
otmed  subaidiary  of  a  registered  i^ 
vestment  company. 

Tb  keep  sudi  accounts,  books,  and 
other  documents  as  are  required  of 
registered  investment  advisers  by  rule 
adopted  under  Section  304  of  the  Invest¬ 
ment  Advisers  Act  of  1940,  to  the  extent 
such  records  are  necessary  or  appropri¬ 
ate  to  record  such  person's  trans- 
acthms  with  such  registered  Investment 
company. 

Ret^Uon  period:  Not  lees  than  8 
years.  See  rule  adopted  under  Section 
204  of  the  Investment  Advisers  Act  of 
1940.  17  CFR  270.Sla^l.  370.31ar<2 

1.9  Records  prepared  or  maintained  by 
others  than  persem  required  to  main¬ 
tain  and  preserve  them. 

Permits  reomrds  to  be  maintained  m:  - 
prepared  by  others  on  behalf  of  the 
person  required  to  maintain  and  preserve 
such  records,  subject  to  cotain  agree¬ 
ments  requlr^  to  be  reduced  to  writing. 
See  Rule  31a-3  for  requirraoents  as  to 
such  written  agreements. 

Retention  period:  See  Rule  31a-2  for 
periods  of  lueeervation  of  records.  17 
CFR  270.31ar-S  (retention:  270.31a-3) 

1.10  Investment  advisers  making  use  of 
mails  or  of  any  means  or  instm- 
mentality  of  interatate  commerce  in 
connection  widi  bnsincas  as  invest¬ 
ment  adviser  (oUm  than  an  adviser 
specifically  exempted  from  registra- 
tion  pnrsnant  to  Section  20S(b)  of 
the  investment  Advisers  Act  of 
1940).  [Revised] 

To  keep  books  and  records  relating  to 
their  business,  including  journal  and 
ledger  accounts;  memoranda  of  orders 
given  and  instructions  received  for  the 
purchase,  sale,  receipt  or  delivery  of 
securities;  all  checkbooks,  bank  state¬ 
ments,  cancelled  checks,  and  cash  recon¬ 
ciliations;  bills  and  statements  relating 
to  the  Investment  adviser's  business;  trial 
balances,  financial  statements,  and  in¬ 
ternal  audit  working  papers;  oHginals  or 
copies  of  certain  communications  re¬ 
ceived  or  sent  by  the  investment  adviser; 
a  list  of  all  accounts  in  which  the  adviser 
Is  vested  with  discretionary  power;  evi¬ 
dences  of  granting  of  discretionary  power 
by  any  client;  all  written  agreements 
with  any  client  or  otherwise  relating  to 
the  business  of  the  adviser;  and  copies 
of  certain  (xxnmunications  recommend¬ 


ing  the  purdtose  or  sale  of  a  specific 
security.  H  adviser  has  custody  or  pos- 
setidon  of  oecurities  or  funds  of  any 
client,  to  keep  a  journal  or  other  record 
showing  sdl  debits  and  credits  to  sudb 
wceounts;  a  sq^arate  ledger  account  for 
each  client;  coides  of  confirmations  of 
transactions  in  the  accounts  of  clients; 
and  a  position  record  for  each  security 
in  which  any  such  client  has  a  posi¬ 
tion.  If  adviser  renders  any  investment 
supervisory  or  management  service  to 
any  client,  to  ke^  records  as  specified 
In  the  seotkm  cited,  with  respect  to 
the  portfolio  being  supervised  or 
managed,  to  the  extent  that  the  in¬ 
formation  is  reasonably  available  to  or 
obtained  by  the  investment  adviser;  and 
to  keep  records  to  enable  adviser  to 
furnish  promptly  the  name  of  each  client 
who  has  a  current  petition  in  a  particular 
security,  and  the  amount  or  interest  of 
such  client  at  that  time. 

Retention  periods:  For  partnership 
articles,  etc.,  articles  of  incorporation, 
charters,  minute  books,  and  stock  cer- 
tifleate  books — ^permanently  during  the 
life  of  the  enterprise  and  for  3  years 
after  the  termination  of  the  enterprise. 
For  other  documents  and  records,  5  years 
from  the  end  of  the  fiscal  year  during 
vdiich  the  last  entry  was  made  on  the 
record.  Filming  of  reccmls  permitted 
after  2  years.  17  CFR  275.204-3 

XXVIU.  VETERANS  ADMINIS¬ 
TRATION 

1.1  Inalitatioiu  furnuhing  educational 
or  training  courses  to  veterans  under 
chapter  31,  title  38,  U.S.  Code,  and 
section  12  of  Public  Law  85—857- 

(a)  Supply  records.  To  ke^  certifi¬ 
cation  by  the  instructor,  dean  or  presi¬ 
dent  of  the  instiUiUcm  of  the  itemised 
list  of  8U];H;dies  required  by  each  student: 
a  standard  list  by  subjects  of  the  supplies 
required  for  each  quarto:,  semester  or 
year;  a  file  for  each  student  showing  the 
items  authoriaed  for  issuance  to  him,  evi- 
denoe  of  su(di  issuance  consisting  of  his 
signature  as  indicating  receipt,  and  the 
prices  charged;  and  receipts  takoi  by  the 
institution  for  books,  supplies,  and  equip¬ 
ment  famished  the  veteran  covering  the 
purchase,  isaiance  or  reissuance  of 
books,  suinplies.  and  equipment. 

Retention  period:  3  fiscal  years  follow¬ 
ing  the  actual  date  of  submission  of 
covering  vouchers  to  the  Veterans  Ad¬ 
ministration  (unless  further  retention  is 
requested  by  the  General  Accounting 
Office  or  the  Veterans  Administration) ; 
may  keep  the  records  in  microfilm  form 
38  CFR  31.539 

(b)  Oeneral  records.  To  keep  records 
of  progress  and  attendance  of  veterans: 
adequate  financial  records  to  support  the 
clatms  for  payment  for  veteran  training. 
Including  flaancial  records  required  to 
substantiate  tuition  ratra  based  upon 
cost  data  (inehiding  psiyroll  ledgers,  can¬ 
celed  checks,  disbursement  vouchor,  in¬ 
voices.  gene^  ledgers,  journals,  ledgers 
fsr  eafii  receipts  and  cash  disbursements, 
inventory  records,  records  of  accoxmts 
pmrable,  and  accounts  receivable) . 

Retention  period:  3  fiscal  years  follow¬ 
ing  the  actual  date  of  submission  of  cov¬ 
ering  vsueliers  to  the  Veterans  Admin¬ 


istration  (unless  further  retentiem  h 
requested  by  the  Oeneral  Accounting 
Office  or  the  Veterans  Administration) 
38  CFR  21.672 

1.2  Intitwrtons  fnrniahing  eorrapond- 
enee  oownes  to  vetersiM  under  chap¬ 
ter  31,  title  38,  U.S.  Code,  and  sec¬ 
tion  12  of  Public  Law  85-^57. 

TO  keep  reemrds  of  progress  vet¬ 
erans  and  aU  records  and  books  of  ac¬ 
count  pertaining  to  the  contract. 

Retention  period:  MtTitmnm  of  3  yean 
following  date  upon  which  final  payment 
under  contract  becomes  due.  Even  after 
S  years,  records  may  be  destroyed  0^ 
upon  written  authorixatiem  from  the 
Veterans  Administration.  38  CFR  21.626 

1.3  Educational  inatitutiona  nnilfr 
chapter  33,  title  38,  U.Sw  Code. 

TO  keep  iqiproprlate  records  and  ae- 
coimts.  Including  but  not  limited  to  (a) 
records  and  accounts  which  are  evidence 
of  tuition  and  fees  charged  to  all  stu¬ 
dents;  (b)  records  of  previous  education 
or  training  of  veterans  at  time  of  admis¬ 
sion,  and  records  of  advance  credit  at 
time  of  admission;  and  (c)  records  of 
grades  and  progress  of  veterans. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  Oeneral 
Accounting  OfDce  or  Veterans  Admin¬ 
istration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.2306 

1.4  Educational  institutions  fumidibig 
lumaccredited  courses  under  section 
1654,  duipter  33,  title  38,  U.S.  Code, 
supra. 

To  keep,  in  addition  to  the  records  and 
accounts  described  in  item  1.3,  above, 
(a)  records  of  leave,  absences,  class  cuts, 
makeup  woik,  tardiness,  and  interrup¬ 
tions  for  unsatisfactory  conduct  or  at¬ 
tendance;  and  (b)  records  of  refunds  of 
tuition,  fees,  and  other  charges  made  to 
a  veteran  who  fails  to  enter  the  course 
or  withdraws,  or  is  discontinued  prior  to 
completion  of  the  course. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  (general 
Accounting  Office  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.2306 

1.5  Educational  institutions  furnish* 
ing  institutional  on-farm  training 
courses  under  section  1652,  chapter 
33,  title  38,  U.S.  Code,  supra. 

To  keep  in  addition  to  the  records  and 
accoimts  described  in  item  1.3,  above, 
records  of  the  individual  and  organized 
group  instruction  furnished. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  General 
Accounting  OflSce  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.2306 

1.6  Training  establishments  famishing 
apprentice  or  other  training-on-th^ 

courses  under  chapter  33,  title 
08,  UJS.  Code,  supra. 

To  keep  appropriate  records  pertain¬ 
ing  to  such  training  including,  but  no* 
limited  to,  (a)  payroll  records;  (t)' 
records  of  attendance;  and  (c)  record* 
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of  progress  toward  job  objectiTe.  includ¬ 
ing  accomplishments  and  failures. 

Retoition  period:  3  years  foUowtnf 
terminatlqp  of  enrollment  period,  unless 
further  retention  requested  by  General 
Accounting  0£Dice  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  31.2201. 
21.2306 

1.7  Educational  instkutions  famishing 
education  or  special  restorative  train¬ 
ing  under  chapter  35,  titlo  38,  U.S. 
Code. 

To  keep  appropriate  records  and  ac- 
coimts,  including  but  not  limited  to.  (a) 
records  and  accounts  which  are  evidence 
of  tuition  and  fees  charged  to  and  re¬ 
ceived  from  or  on  behalf  of  all  students 
and  trainees;  (b)  records  of  previous 
education  or  training  of  eligible  persons 
enrolled  under  the  law  at  time  of  admis¬ 
sion  and  records  of  advance  credit 
granted  by  institution;  and  (c)  records 
of  the  eligible  person’s  grades  and 
progress. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  General 
Accounting  Office  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.3306 

1.8  Educatioual  insdtutioiM  having  di- 
gihle  pcnona  under  duqMer  35,  title 
38,  U.S.  Code,  aupra,  enrolled  in 
courses  which  do  not  lead  to  standard 
ctdlege  degree. 

To  ke^.  in  addition  to  the  records  and 
accounts  described  in  item  1.7.  above, 
records  of  leave,  absences,  class  cuts, 
makeup  work,  and  tardiness. 

Retention  period:  3  years  following 
termination  of  enrollment  period,  unless 
further  retention  requested  by  Qenm'al 
Accounting  Office  or  Veterans  Adminis¬ 
tration  not  later  than-  30  days  prior  to 
end  of  3-year  period.  38  CFR  21.3306 

# 

1.9  Educationid  institutions  having  eli- 
gihle  persfHM  under  chapter  35,  title 
38,  UJs.  Code,  supra,  enrolled  in  non- 
accredited  courses  approved  under 
section  1654,  chapter  33,  title  38, 
U.S.Code. 

To  keep,  in  addition  to  records  end 
accounts  described  in  items  1.7  and  1.8, 
above,  (a)  records  of  Interruptions  for 
unsatisfactory  conduct  or  attendance; 
and  (b)  records  of  refunds  of  tuition, 
fees,  and  other  charges  made  to  an 
eligible  person  who  fails  to  enter  the 
course  or  withdraws  or  is  discontinued 
prior  to  completion  of  the  course. 

Retention  period:  3  yeeirs  following 
termination  of  enrollmwt  period,  nni^s 
further  retention  requested  by  General 
Accounting  Office  or  Veterans  Adminis¬ 
tration  not  later  than  30  days  prior  to 
end  of  3-year  period.  38  CPR  21.3306 

1.10  Holders  of  loans  guaranteed  or  in¬ 
sured  by  the  Veterans  Admlnistratum 
under  chapter  37,  title  38,  U.S.  Code. 

To  keep  a  record  oi  each  loan  showing 
the  amounts  of  payments  received  on  the 
•Uigation  and  disbursements  chargeabde 
thereto,  and  the  dates  thereof. 

Retention  period:  Uhtil  the  Adminis¬ 
trator  ceases  to  be  l^le  as  guarantor 
or  insurer  of  the  loan.  38  CFR  36.4330 


1.11  Hcddera  of  loans  insured  by  the 
Veterans.  Administration  undw  chap¬ 
ter  37,  title  38,  U.S.  Code. 

To  keep  an  Insurance  account  showing 
the  amounts  credited  as  available  for  the 
paarment  of  losses  on  Insured  loans  made 
or  purchased  by  the  holder  azui  the 
amoimts  debited  on  account  of  transfers 
of  insured  loans,  purchases  by  the  Veter¬ 
ans  Administration  under  38  CFR  36.- 
4318,  or  payment  of  losses. 

Retention  period:  Until  effective  date 
of  closing  of  insurance  account  by  the 
Veterans  Administration.  38  CFR  36.- 
4370 

SUPPLEMENTS 

Supplement  I— 'Requirements  Under 
the  Second  War  Powers  Act  of  1942 

The  Second  War  Powers  Act  of  March 
27,  1942  (56  Stat.  185),  provided  that 
contractors  with  defense  contracts 
placed  after  September  8.  1939,  could  be 
required  to  produce  any  books  or  records 
deemed  relevant  for  audit  and  inspection 
by  any  agency  or  officer  designated  by 
the  President  or  the  Chairman  of  the 
War  Production  Board.  The  effective¬ 
ness  of  this  Act  was  continued  by  the  Act 
of  June  30.  1953  (67  Stat.  120) .  for  the 
duration  of  the  national  emergency  pro¬ 
claimed  Deomnber  16,  1950,  and  for  6 
months  thereafter. 


Supplement  II— Civil  Aeronautics  Re¬ 
quirements  on  Availability  of  Cre¬ 
dentials  for  Inspection  in  14  CFR 


Party 

Commtency 

cndficate 

Medical 

oertifloate 

Pilots _ 

Mechanici-.  _  . 

»1.S  [Nerd.. 
85.88  [New] 

61.49  [New]. 

Repairmen _ 

Parachute  Rleeers 

Ooatni  Tower  Operator.. 
Disoatchers  _ 

Enidneers _ 

Ground  Ristmetora 
Maonfocturera: 

Type  Gertifloate _ _ 

66.105  [NewL 
SO.nifNewlI 
66.46  (NewJ_ 
66.61  [NewL 
63.3  [New].-. 
143.31  [New]. 

1.17 . 

6&46[N«w]. 

63A  [Neid. 

ProdoetiOB  Certificate.. 
Ahrwortliineas  Oertifl- 

1.46 _ 

L66 _ 

cate. 

Ground  and  Fli|^  Gerttfl- 
eate. 

Repair  Stations...... _ 

Mechanic  Schools.  .  _ 

Parachute  Lofts _ 

Carriers: 

Scheduled  Domestic.... 
Other  Scheduled .  - 

141.7  [Newi.. 

145.19  [New], 
147.39  [New]. 
149.26  ^ew)I 

40.16 _ 

41.4 _ 

Irreeular _  _ 

General  Op^ators _ 

Foreign  Air  Carrier _ 

42.7 _ 

91.27  [New].. 

44.1 

Flight  Crew . . . 

Foreign  Civil  Aircraft-.. 
Airaten _ 

44.6 _ 

375J0 _ 

375.31.. 

PUots . 

61JlNew]„. 

INDEX 

Explanation.  The  index  is  a  guide  to 
the  persons,  groups,  or  products  covert 
by  the  subject  titles  in  the  Ust.  It  does 
not  purport  to  bring  together  under  a 
given  entry  a  complete  anahrsis  of  all 
requireme&ts  rdating  to  a  given  business 
or  product.  Thus,  a  requirement  affect¬ 
ing  corporations  in  liquidation  will  be 
found  under  “oorporation*'  because  the 
word  appears  in  the  subject  title  in  the 
list.  There  are  many  other  require¬ 
ments,  however,  affecting  corporations 
which  must  be  sought  under  **taxe8’', 
“manufacturers",  “employers”,  “con- 


t 

tractors",  name  of  product  or  other 
subject.  In  the  same  way  general  cate¬ 
gories  of  persons  to  whom  requirements 
may  ai4;>ly  (such  as  manufacturers  or 
importers)  have  been  included  only  if 
they  are  particularly  necessary  in  identi¬ 
fying  the  applicability  of  the  require¬ 
ments. 

Items  included  in  the  index  are  keyed 
to  the  department  (or  agency)  number 
shown  in  the  contents.  References  are 
to  agency  and  item  numbers,  not  to 
Fedkiul  Rsgistex  pages. 

A 

Accounts,  Bureau  of.  X  1.1 
Adjustment  Assistsinee  under  sections 
313, 314,  or  317  of  the  Trade  Expansion 
Act  of  1962;  recipients  of.  XX  1.8 
Admissions  taxes.  X  4.120 
Aeronautics  and  Space  Administration, 
National.  XXIV 
Agents: 

Cargo  and  miscellaneous  vessels.  X  9.7, 
9.19,9.21-9.22 

Passenger  and  miscellaneous  vessels. 
X9.1 

Shipping  companies,  n  5.1-5.9 
Treasmy  savings  stmnp  agents  selling 
UJ3.  savings  stamps  in  schools,  X  8.2 
Agricultural  commodities: 

Brokers,  I  2.23 
Classifiers,  I  2.45 
Commissicm  merchants,  I  2.23 
Crop  insurance.  I  8.1 
Dealers,  I  2.23 

Distribution  programs,  I  1.2,  2.24-2.26 
Exporters,  n  4.3 
Graders,  I  2.45 

Handlers  and  sbii8;>ers  of.  I  2.1-2.22 
Inspectors.  I  2.45 
Price  support  prc^ams,  I  5.1-5.7 
Suppliers  under  credit  pur(diase  au¬ 
thorization,  1 1.8 
Trading  in,  I  6.1-6.15 
Warehousing.  I  2.38-2.48 
Weighers,  I  2.45- 

Agricultural  Marketing  Act  of  1937. 1 2.1- 
2.22,  4.38 

Agricultural  Marketing  Act  of  1946. 1 2.54 
Agricultural  Marketing  Service,  1 2 
Agricultural  Research  Service.  I  3 
Agricultural  Service,  Foreign,  I  1 
Agricultural  Stabilimtion  and  Conser¬ 
vation  Service,  1 4 

Agriculture,  vocational  education  in.  TV 
1.3 

Agriculture  Department: 

See  Agricultural  Marketing  Service 
Agricultural  Research  Service 
Agricultural  Stabilization  and 
Conservation  Service 
Commodity  Credit  Corporation 
Commodity  Exchange  Authority 
Farmers  Home  Administration 
Federal  Crop  Insurance  Corpora¬ 
tion 

Foreign  Agricultural  Service 
Air  carriers: 

Air  taxi  operators,  XIV  1.23-1.27 
Alaskan,  Xn  12 
American  Samoa,  xn  1.2 
Charter  trips,  XU  1.3,  1.5;  XIV  1.53- 
1.57 

Christinas  Island,  xn  1.2 
Combustible  cargo,  XEV  1.38 
Conmercial  operators,  XIV  1.23-1.27, 
1.^,  1.53-1.58 
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Air  carriers — Continued 
Distilled  spirits  or  wine  withdrawn 
from  stock  In  customs  for  use  as 
supplies  on  aircraft,  X  4.176 

Domestic,  Bupp.  U  _ 

Explosives,  transportation  of,  XIV  1.38 
FUi.  Xn  1.2 

Foreign,  xn  1.4,  1.5;  Supp.  n 
Freight  forwarders,  Xn  1.7 
Hawaiian,  xn  u 
Helicopter,  XH  1.2;  XIV  1.30-1.32 
Importers,  H  4.14 

Interstate,  XIV  1.11-1.14,  1.30-1.32 
Irregular  and  off-route,  XH  1.5;  Supp. 

n 

Large  aircraft,  XIV  1.53-1.58 
Local  service  cafrlers,  XH  1.2 
Opmtting  turbine-powered  transport 
idrplanes  under  provisional  tsrpe  cer¬ 
tification,  XIV  1.1 

Outside  c(mtinental  United  States 
scheduled  operations,  XIV  1.15-1.18a 
Owners  or  operators,  XH  1.8;  XIV  1.9, 
1^13-1.29,  1.53-1.58;  Supp.  H 
PUots,  XIV  1.35 
SmaQ  aircraft,  XIV  1.23-1.27 

Society  Islands,  XH  1.2  _ 

Transatlantic  charter  flights,  XH  1.3 
Western  Samoa.  XH  1.2 
Air  Force;  contractors  and  subcontrac¬ 
tors,  lH  1.1-2.3;  X  4.43 
Air  Force,  Department  of  the,  HI  2 
Air  navigation  facilities: 

Instrument  landing  system,  XTV  1.47 
Nondirectional  radio  beacons,  XIV  1.48 
Air  pollution  control  programs,  recipients 
of  grants  for,  XX  1.9 

Air  taxi  operators,  small  aircraft  XTV 
1.23-1.27 

Aircraft  and  related  subjects: 

Accidents,  XH  1.8 
Air  carriers.  See  Air  carriers 
Air  taxi  operators,  XEV  1.23-1.27 
Commercial  operators,  XIV  1.23-1.27, 

1.29. 1.53- 1.58 

Contractors  constructing  for  the  Army, 
the  Navy,  and  the  Air  Force,  X  4.43- 

4.44 

Diesel  and  special  motor  fuel,  tax  ex¬ 
emption,  X  4.83 
Dispatchers,  Supp.  H 
Distributors  of  aircraft,  XTV  1.5 
Engineers,  Supp.  II 
Flight  instructors,  XIV  1.36 
Right  test  applicants,  XTV  1.8 
Foreign  dvil  aircraft,  XH  1.6;  Supp. 

n 

Ground  instructors,  Supp.  H 
Helicopters,  XIV  1.30-1.32 
Instruction  coursed,  XIV  1.37, 1.39, 1.40, 

1.44 

Large  aircraft,  XIV  1.53-1.58 
Manufacturers  of  aircraft  and  related 
equipment,  XIV  1.2-1.4,  1.6-1.7. 1.10, 
1.48;  Supp.  H 
Mechanics,  Supp*  H 
Operators,  XH  1.6,  1.8;  XTV  1.23^1.29, 

1.53- 1.58 

Owners,  masters,  officers,  employees, 
and  agents  in  transportation,  H  7.1; 
XIV  1.9, 1.28 

Parachute  loft  certifications,  XIV  1.45; 

Supp.  n  _ 

Parachute  riggers,  XIV  1.38;  Su]x>.  n 
Pilots,  XIV  1.35 ;  Supp.  H 
Radio  statimis  and  carriers,  XV 
1.14-1.15 

Repair  stations,  XIV  1.10,  1.41-1.43; 
Supp.  n 

Repairmen,  Supp.  H 


Aircraft  and  related  subjects — Continued 
Schools,  XIV  1.87,  1.39,  1.40,  1.44; 
Supp.n 

Small  aircraft,  XIV  1.23-1.27 
Airports: 

Contractors  and  sponsors  for  con- 
struction  of  public  airports,  XIV 
1.49-1.51 

Control  tower  personnel,  Supp.  H 
Instrument  landing  sjrstem  facilities, 
XIV  1.47 

Nondirectional  radio  beacon  facilities, 
XIV  1.46 

Alaska:  _ 

Air  carriers,  XH  1.2 
Radio  stations,  XV  1.10,  1.13 
Alcohol: 

D^iatured,  dealers,  X  4.141-4.143 
Industrial  use,  X  4,133 
Tax  free,  X  4.148 
Alien  Property,  Office  of,  VI  2 
Almonds,  marketing  orders,  I  2.14-2.15 
Aluminum;  defense  materials  regula¬ 
tions,  n  2.3 
American  Samoa: 

Air  carriers,  xrr  1.2 
Employers,  VH  5.51 

Ammunition.  See  Arms,  ammunition, 
and  implements  of  war 
Antibiotic  drugs:  ^ 

Distributors  and  importers,  IV  2.8 
Operators  of  establishments  proces¬ 
sing,  labeling,  and  shipping,  IV  2.7 
Antifreeze  solutions  manufacturers,  dis¬ 
tributors,  and  users,  X  4.142 
Anti-hog-cholera  serum  and  hog-cholera 
virus,  I  3.2-3.3 

Apartment  house  managers,  VIH  1.3 
^prentices  and  learners: 

Employers  of,  VH  5.4,  5.6-5.7 
Joint  apprenticeship  committees.  VH 
5.5 

Veterans  training  courses,  XXVili  1.6 
Apprenticeship  cmnmittees,  VH  5.5 
Apricots;  marketing  orders,  I  2.6 
Art>itrage  operations  in  stocks  and  secu¬ 
rities.  X  4.37 

Area  Redevelopment  Administration,  H 1 
Armed  Services  Procurement  Act  of  1947; 
banks  and  banking  institutions  holding 
advance  payments  to  contractors 
under  terms  of  act,  HI  1J28 
Arms,  ammunition,  and  implements  of 
war: 

See  also  Fireanns 
Exporters,  IX  1.1  __ 

Importers,  IX  1.1 
Manufacturers,  IX  1.1 
Army: 

Aircraft.  X  4.43 

Ck>ntractors  and  subcontractors,  HI 
1.1-1.31,  3.2-3.3;  X  4.43 
Army,  Department  of  the,  HI  3 
Arsenicals  importers  and  manufacturers, 
IV  3.14 
Associations: 

See  also  Cooperative  associations,  etc. 
Holding  Certification  of  Authoriza¬ 
tion  under  the  Great  Lakes  PUotage 
Uniform  Accounting  System,  H  8.1 
Tobacco  farmers  or  growers,  X  4.201 
Athletic  dubs  or  organizations;  taxes, 
X  4.87-4.88  ^ 

Atomic  energy: 

Contractors  and  subcontractors,  XE 
1.1, 1.12;  XX  1.4 

Restricted  data;  holders  of  access  per¬ 
mits  to,  XI  1.3 

Atomic  Energy  Ccunmission,  XI 


Automobile  tire  manufacturers,  pro¬ 
ducers,  or  importers,  X  4.58 
Aviation.  See  Air  carries;  Aircraft  and 
rdated  subjects;  and  Airjwrts 
Aviation  Agency,  Federal,  XIV 

B 

Banks  and  banking  institutions: 

See  also  Housing 

Building  and  loan  associations,  XVII 
1.4-1.6, 1.8-1.9 

Holding  advance  payments  to  con¬ 
tractors,  m  1.28* 

Insured  banks,  XVI  1.1-1.2 
National  banks,  X  2.1-2.4 
Nominee’s  Information  Return,  X 
4.42a 

Receiving  bearer  securities  for  restric¬ 
tive  endorsement.  X  8.1  ' 

Barley  crop  insurance,  1 8.1 
Beans,  dry,  crop  insurance,  1 8.1 
Beer: 

Brewers,  X  4.154 
Dealers.  X  4.131-4.132 
Importers,  X  4.164 
Wholesalers,  X  4.131 
vnthdrawn  from  bonded  storage  for 
shipment  to  the  United  States, 
X  4.158 

Berth  agents;  shipping  companies,  H  5.1 
Bills  of  lading: 

Contractor  using,  as  shipper,  XX  1.1 
Diversion  prohibition,  H  4.15 
Biological  products  manufactures,  dis¬ 
tributors,  and  importers.  1 3.1 ;  IV  3.14 
Birds,  migratory,  V  2. 1-2.5 
Blind;  agencies  for  the  blind  selling  to 
Government  agencies.  XHT  1.1-1.2 
Blood,  whole;  processors,  IV  3.15 
Bond  and  stockbrokes,  X  4.76-4.79 
Bonded  warehouses;  proprietors  and 
operators: 

Cigars,  X  4.205 
Customs,  X  3.13, 4.205 
Distilled  spirits,  X  4.155-4.156 
Internal  revenue,  X 4.202-4.204 
Smelting  and  refining,  X  3.12 
*  Tobacco  export,  X  4.202-4.204 
Wheat,  imported,  X  3.13 
Bonded  wine  cellars,  X  4.153, 4.170 
Borrowers;  farm  and  home  annual  plans, 
17.1 

Bottlers;  toiletries  made  with  specially 
denatured  alcohol,  X  4.146 
Bottling  houses,  X  4.149 
Brewers  or  brewers  agents,  X  4.154, 4.171 
Bridges,  interstate  toll,  m  3.2-3.3 
Brokers: 

Foreign  insurance  policies,  X  4.79 
Licensed  customhouse,  X  3.17 
Motor  carriers,  XXJII  1.10 
Nominee’s  Information  Return,  X 
4.42a 

Securities.  X  4.76-4.79;  XXVH  1.1-1.3 
Under  the  Perishable  Agricultural 
Commodities  Act  of  1930, 1 2.23 
Building  and  loan  companies.  See 
Banks  and  banking  institutions;*  and 
Housing 

Business  and  Defense  Services  Admini¬ 
stration,  n  2 
Business  expenses,  X  4.2 
Business  transfer  and  transfer  of  quotas 
and  ratings  under  defense  production 
regulations,  H  2.5 

Butter,  adulterated  and  process  or  reno¬ 
vated;  manufacturers  and  wholesalers, 
X  4.72-4.73 
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Buttcni  and  budde  manufacturing  in* 
dustrjt  Vn  5.12-5.13 
Buyers! 

Cotton,  1 4.4-4.7,4.10-4.13 
Peanuts,  1 4.29 
Rice,  1 4.31 
Tobacco,  1 4.16 

Toilet  preparations  containing  de¬ 
natured  alcolKd  purchased  for  re¬ 
sale,  X  4.146 
Wheat,  1 4.27 

C 

Cabaret  taxes,  X  4.120 
Cable  transmission  of  informations, 
taxes  on,  X  4.61 
Cahfomia:  . 

State  Agricultural  Commissioner,  V 
2.4 

State  Reclamation  Board,  m  8.1 
earners  hair  or  wool,  X  3.6-3.8 
Canal  2k>ne  Government,  XXV 
Canners,  X  3.5 

Cargo  gear  certificates,  vessel,  vn  7.4- 
7.5 

Cargo  insurance,  war  risk,  n  5.26-5.27, 
529  V 

Carriers: 

See  also  Air  carriers;  and  Vessels 
Bills  of  lading,  n  4.15 
'  C(Hnmunication,X4.61;XV128 
Cotton,  transportation  of,  I  4.7,  4.13 
Freight,  XXiU  1.13 
:  Motor  carries,  aaIii  12^1.16 
Passengers,  X  4.65 
,  Petroleum,  V  3.7 ;  X  4.64 
’  Private,  subject  to  Part  Hof  the  Ihter- 
state  Commerce  Act.  XXlu  L14 
'  Property,  X  4.62-4.63 
I  Radio  stations.  XV  1.1-126 

i  Railroad,  XXini.1-1.6  _ 

Rate-making  organizations,  XaHI  1.8 
Water  carriers,  transportatlcm  by, 
xxm  1.12  ^ 

Wheat,  X  3.13 

Carrots;  mariceting  orders,  1 2.12 
Cars:  \  —  ' 

Persons  furnishing  cars  to  railroad, 
xxm  1.7 

Refrigerator  car  lines,  XXllI  1.1 
Charter  trips,  large  aircraft.  XTV  1.53- 
1.57 

Charterers  of  vessels,  X  9.17,  9.19,  921- 
9.22 

Dry-cargo  vessels,  n  5.10, 5.23 
War-built  vessels,  n  520, 522-5.24 
Cheese,  filled: 

Manufacturers.  X  4.72 
Taxes,  X  4.72, 4.74 
Wholesalers.  X  4.74 
Chmiists,  cottonseed,  1 2.54 
Cherries;  marketing  orders,  1 2.7 
Child  labor: 

Minimum  age  requiremmits,  Vn.72 
Provisions  of  Fair  Labor  Standards 
Act,  vn  7.1, 7.3 

Chinese  Communist  ports;  shipping  re¬ 
strictions,  n  7.1 

Christmas  Island;  air  carriers,  XII 12 
Cigars  and  cigarettes: 

Cigarette  papers  and  tubes  manufac¬ 
turers  or  warehousemen,  X  4.188- 
4.194 

Importers,  X  4.199 
Manufacturers,  X  4.205 
Taxes,  X  4.199-4.200 
Citrus  fruit: 

See  also  Fruit 
Crop  insurance,  1 8.1 
QvU  Aeronautics  Board,  xtt 
Civil  aeronautics  credentials,  Supp.  n 
No.  45— Pt.  n - 9 
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Civil  defaise  plans;  financial  contribu¬ 
tions  to  States  for  personnd  and 
administrative  expenses,  XX  1.6 
Classifiers;  agricultural  ernmnodlUes,  1 
2.45 

dealing  agwts;  war  risk  insurance  pro¬ 
gram.  115.29 

dearlng  ihouses  for  cotton  futures,  X 
4.69 

Clubs  or  organizations;  taxes,  X  4.87-4.88 
Coalmines: 

Lessees,  V  3.1 
Operators,  V  7.1 

Coast  Guard,  United  States,  X  9 
Coca  leaves: 

See  also  Drugs;  and  Narcotics 
Importers,  X  4.98,  7.1,  7.4 
Manufacturers  importing,  X  4.98 
Withdrawal  of,  X  4.98 
Coconut  oils,  X  4.75 
Coin  or  currency,  export  of,  VI  2.1 
Cold  storage  or  locker  plant  operators, 
V2.1 
Colleges: 

Conducting  experimental  or  research 
operations,  X  4.138 

Entitled  to  pasrments  for  graduate 
fellowship  program  under  National 
Defense  Education  Act,  IV  1.9 
Color  additives: 

Certificates,  persons  to  whom  issued, 
IV  2.12 

Shippers,  interstate  of  additives,  food, 
drugs,  or  cosmetics  containing,  IV 
2.13 

Combustible  cargoes.  X  92,  9.8,  9.15, 
9.18-9.21;  XIV  1.33;  XXV  1.1 
Commerce,  Bureau  of  International,  n  4 
Cmnmerce,  under  Secretary  for  Trans¬ 
portation,  n  7 
Commerce  Department: 

See  Area  Redevelopment  Administra¬ 
tion 

.  Business  and  Defense  Services 
Administration 

Great  Lakes  Pilotage  Administra¬ 
tion 

International  Commerce,  Bureau 
of 

Maritime  Administration 
Public  Roads,  Bureau  of 
Transp<»tation.  under  Secretary 
of  Commerce  for  ' 
Commercial  aircraft  operators,  XIV  1.23- 
1.29, 1.53-1.58 

Commercial  picking  establishments  op¬ 
erators.  V  2.1 

Commoxlal  Shipping  Restriction  Orders 
T-1  and  T-2;  Hong  Kong.  Macao, 
Communist  China,  North  Korea,  and 
Communist-controlled  area  of  Viet- 
Nam.n7.1 

C(»mnisslon  merchants,  dealers,  and 
brokers: 

Futures  transactions.  1 6.1-6.12 
Under  the  Perishable  Agricultural 
Commoditi^  Act  of  1930, 1 2.23 
Committee  on  Purchases  of  Blind-Made 
Products,  XTTT 

Commodities.  See  Agricultural  com¬ 
modities 

'  Commodity  Credit  Corporation,  I  5 
Cmnmodity  Exchange  Authority,  I  6 
Commodity  exchanges.  1 6.1-6.15 
Cmnmodity  futures.  1 6.1-6.15 
Commodity  price  support  programs : 
Cottonseed  crushers,  1 52 
Peanut  sheUers,  1 5.4 
Tung  nuts,  cooperative  associations 
handling,  1 5.3 
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Comnum  caniera  See  Carriers  and 
specific  types  of  carriers 
Communications: 

General.  XV  1.1-1.28 
Perstms  required  to  collect  taxes  on, 
X4.61 

Communications  Act  of  1934,  IV  1.11; 
XX  1.7 

C(»nmunity  Facilities  Administration; 

public  works,  XXn  12 
Comptroller  cd  the  Currency,  X  2 
Concentrate  iriants,  X  4.137 
Concessioners;  Natkmal  Paric  Service,  V 
8.1 

Connally  Act,  V  3.3-3.7 
Conservation,  agricultural,  program ; 
persons  eli^ble  for  payments  under,  I 
4.1 

Conservation  Service,  Agricultural  Sta¬ 
bilization.  1 4 

Construction  contracts.  III.1.22, 1.24, 1.26 
Construction  licensees  and  permittees; 
f  Atomic  Energy  Commissiem,  XI  1.7, 
1.10 

Construction  materials  and  machinery; 

defense  materials  regrulations,  n  2.3 
Construction  project  grants;  applicants 
receiving  Federal  fimds,  IV  3.6 
Cmisultants,  labor  relations,  VH  3.2 
Contract  markets: 

Futures  transactions,  I  6.9-6.10,  6.12, 
6.14 

Membo^.  I  6.9-6.10,  6.12-6.14 
Warehouse  operators,  I  6.14 
Contractors  and  subcontractors: 

Air  Force,  m  1.1-2.3:  X  4.43 
Airport  construction,  XIV  1.49 
Army,  m  1.1-1.31,  3.2-3.3;  X  4.43 
Atomic  eneigy,  XI  1.1,  1.12;  XX  1.4 
Defense,  Supp.  I 
Defense  Department.  HI  1.1-2.3 

District  of  Coliunbia,  vn  4.1-4.3 _ 

Federal  Government,  XX  1.1-1.5;  XXI 
1.1, 1.3-1.11 

Federally  financed  and  assisted  con¬ 
structions,  vn  1.1-12 
First  War  Powers  Act  of  1941,  XXI  1.11 
Hospital  and  medical  facilities  proj¬ 
ects,  rv  3.3 

Maritime  ,  Administration,  n  5.1-5.29 
National  Aeronautics  and  Space  Ad¬ 
ministration,  XXIV,  1.1-1.6 
Navy,  m  1.1-1.31;  X  4.44 
Shipbuilding,  n  5.1-5.29 
Subject  to  Public  Contracts  Act,  VII 
4.1-4.4 

Using  bills  of  lading  as  shippers,  XX 

1.1 

Vessels,  X  9.17 
World  War  n,  XXI  1.1 
Contracts: 

See  also  Contractors 
Construction,  m  1.22,  1.24,  1.26 
Futures,  commodities  (various) ,  I 
6.14-6.15 

National  Aeronautics  and  Space  Ad¬ 
ministration,  XXTV,  1.1-1 .6 
Public  Housing  Administration  loans. 
XX  1.5 

Research  and  development,  HI  1.17- 
1.21, 1.23 

Sale  of  cotton  for  future  delivery; 

taxes,  X  4.69  _ 

Small  business,  XXIV  1.3 
Supply,  m  1.1-12,  1.14-1.16,  1,23 
Controlled  materials  under  BDSA  regu¬ 
lations  and  orders,  n  2.1-2.7 
Cocmerative  associatimis,  etc.: 

Farmer’s  marketing  and  purchasing, 
X420a 
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Cooperative  associations,  etc. — Con. 
Lemon  handlers,  1 2.2 
Livestock  and  live  poultry  market 
agencies,  1 2.30a,  2.31, 2.34-2.35 
Packers  and  8to<^a]:ds  Act,  1921,  I 
2.30 

Rice  loan  and  purchase  programs  par¬ 
ticipants,  I  5.1 

Tung  nut  price  support  program  par¬ 
ticipants,  I  5.3  . 

Wool,  shorn.  Incentive  paymmt  pro¬ 
gram,  marketing  agaicies,  I  5.6 
Copper;  defense  materials  regulations 
for  copper  and  copper-base  alloys,  n 
2.7 

Com  crop  insurance,  I  8.1 
Corporations: 

Chartering,  engaging,  or  contracting 
Tor  use  of  vessels,  X  9.17 
Claiming  deduction  for  dividmds,  X 
4.21 

DepreciatioiT  allowance  carryovers  in 
certain  corporate  acquisitions,  X 
4.15 

Liquidation  of  dcMnestic  corpora¬ 
tions,  X  4.9 

Loss  deductions  on  small  business 
stock,  X  4.38 

Railroads  participating  in  a  tax-free 
reorganization,  X  4.14 
Receiving  distributions  in  liquidation 
of  subsidiaries,  X  4.8 
Regulated  investmmt  companies,  X 
4.29 

Reorganization  of,  X  4.11-4.14, 4.16 
Shareholders  receiving  dlstributicms 
in  liquidation  of  a  domestic  corpora¬ 
tion,  X  4.9 

Small  business  corporations  distribu¬ 
tions  of  previously  taxed  income, 
X4.41 

Transf^  of  stock,  securities,  and 
other  property,  X  4.10-4.14, 4.16 
Virgin  Islands,  exception  to  limitation 
on  reduction  in  income  tax  liability, 
X4.32a 

Western  Hemisphere  trade  corpora¬ 
tions;  income  taxes,  X  4.32 
Correspondence  schools  for  veterims, 
XXVIU  1.2 

Cosmetics;  processing,  labeling,  and 
shipping,  TV  2.3 

Cosmetics  containing  color  additive,  in¬ 
terstate  shippers  of,  IV  2.13 
Cotton: 

Acts.  1 2.54 

Buyers  and  transferees.  I  4.4-4.7, 
4.10-4.13 

Common  carriers,  1 4.7, 4.13 
Crop  insurance,  1 8.1 
Diversion  program,  1 2.59 
Excise  tax  on  contracts  of  sale  of 
cotton  for  future  delivery.  X  4.69 
Export  program,  1 1.4 
Olnners,  1 4.3, 4.7, 4.9. 4.13 
Handlers,  1 4.7, 4.13 
Marketing  quotas,  1 4.3-4.14 
Processors.  1 4.7, 4.13 
Producers.  1 4.8, 4.14 
Warehousemen,  I  2.43-2.44,  4.7,  4.13 
Cottonseed: 

Chemists,  licensed,  1 2.54 
Crushers.  1 5.2 
Price  support  program,  1 5.2 
Cranberries:  ^ 

Marketing  orders,  1 1.21a 
Payment  program,  1 2.57 
Credit: 

Suppliers  of  agricultural  commodities 
under  credit  purchase  authorization, 
11.8 


Credit — Ctmtinued  •  . 

Taxes  paid  to  fordgn  countries  and 
UH.  possessions,  X  4.31 
.  Tlransfen  of  credit  abroad,  VI  2.1 
Crop  insurance,  1 8.1 

Crow  Indian  Reservation;  mining,  V  4.8 
Cuban  assets  control  regulations;  per¬ 
sons  engaged  in  transactions  subject 
to.  X  5.1 

Currency,  export  of,  VI  2.1 
Custodians  of  records;  Federal  Credit 
Unions,  IV  4.3 

Customhouse  brokers,  X  3.17 
Customs,  Bureau  of ,  X  3 

D 

Dairy  farms  and  plants,  TV  2.10 
Dairy  products: 

Importers,  1 1.1 
Inspection  of  plants,  1 2.29 
Manufacturers,  processors,  and  pack¬ 
agers.  1 2.29 

Marketing  order  program,  1 4.38 
Dates;  marketing  orders,  1 2.18 
Dealers: 

Beer,  X  4.131-4.132 
Butter,  adulterated,  X  4.73 
Denatured  alcohol,  X  4.141-4.143 
Denatured  spirits,  X  4.14^-4.145 
Distilled  spirits.  X  4.130-4.132 
Excise  taxes,  X  4.81, 4.85 
Feed  grains  or  mixed  feed,  surplus; 

Emergency  Feed  Program.  1 5.8 
Firearms,  X  4.208. 4.210-4.211 
Furs  and  fur  products.  X  4.82;  XIX 
1.2-1.3 

Gambling  devices,  VI  1.4 
Hair  products,  X  3.6, 3.8 
Halibut  received  from  fishing  or  trans¬ 
porting  vessels,  V  5.2 
Installment  method  accounting,  X 
4.19 

Liquors.  X  4.130-4.133 
Narcotics,  X  4.90-4.100,  4.102,  4.111 
Petroleum  and  petroleum  products, 
V3.4 

Poultry,  1 2.33 

Radio  receiver  distributors,  XV  1.21 
Retail,  X  4.80-4.81,  4.90,  4.100,  4.111, 
4.132 

Revolving  credit  plan,  X  4.19 
Sales  taxes  and  exemptions,  X  4.82 
Securities.  XXVH  1.1-1.3 
Solvents,  industrial  and  proprietary, 
X  4.147 
Stills,  X  4.135 

Stones,  real  or  ssmthetic,  X  4.80 
Surplus  feed  grains  or  mixed  feed: 

Emergency  Feed  Program,  1 5.8 
Tobacco,  1 4.20, 4.24, 4.195-4.198 
Under  the  Perishable  Agricultural 
Commodities  Act  of  1930, 1 2.23 
Wholesale,  X  4.74,  4.91-4.92,  4.96-4.97, 
4.99,4.130-4.131 
Wine.  X  4.131-4.132 
Wool  products,  X  3.6, 3.8 
Defense,  Office  of  the  Secretary  of.  m  1 
Defense  Base  Act,  vn  2.2 
Defense  Department: 

See  Air  Force,  Department  of  the 
Army,  Department  of  the 
Defen^,  Office  of  the  Secretary  of 
Defense  materials;  BDSA  regifiations 
and  orders: 

Copper  and  copper  base  alloys,  n  2.7 
Electronic  components  or  parts,  n  2.4 
Iron,  steel,  aluminum,  and  construc¬ 
tion  machinery  transactions,  n  2.3 
Metalwoiiting  machinery,  n  2.4 
Nickel  alloys,  n  2.6 


Defense  Materials  Syst^- participants, 
n  2.1-2.7 

Denatured'  spirits  dealers  or*  users, 
X  4.144-4.145 

Dentists  dispensing,  administering,  or 
distributing  narcotic  drugs,  X  4.90. 
4.101,.4.110 

Depletion  and  deiureciation: 

Mineral  property.  X  4.23 
Natural  deposits.  X  4.23 
Natural  gas  property,  X  4.22 
Oil  and  gas  wells,  X  4.23 
Property,  X  4.3, 4A 
Small  business,  X  4.5 
Umber  property,  X  4.24 
Diesel  fuel,  sale  or  use  of,  X  4.83,  4.125- 
4.126 

Dispatchers,  aircraft,  XIV  1.39;  Supp.  n 
Distilled  spirits: 

Brought  into  the  United  States  from 
Virgin  Islands,  X  4.162 
Dealers.  X  4.130-4.132 
Exporters.  X  4.173 
Importers.  X  4.163-4.164 
Persons  (Usposing  of  containers  used 
for  packaging,  X  4.128 
Persons  disposing  materials  used  in 
manufacture  of,  X  4.128 
Persons  receiviiig  material  from 
bonded  premises,  X,  4.139 
Plant  proprietors,  X  4.140,  4.161,  4.167, 
4.169 

Strip  stamps,  X  4.163 
Transferred  from  customs  to  bonded 
premises,  X  4.167 
Wholesalers,  X  4.130-4.131 
Withdrawn  from  bonded  storage  for 
shipment  to  the  United  States,  X 
4.155-4.156 

Distribution  programs;  food  commodi¬ 
ties.  1 1.2 
Distributors: 

Aircraft.  XIV  lA 
Antibiotic  drugs,  IV  2.8 
Antifreeze  solutions,  X  4.142 
Biological  products  or  arsenicals,  1 3.1; 
IV  3.14 

Foreign,  n  4.13 
Insulin.  IV  2.9 
Radio  receivers,  XV  1.21 
Textile  fiber  products,  XIX  1.7 
District  of  Columbia: 

Contracts  with,  VH  4.1-4.3 
Employers,  vn  2.3 
Diversion  programs: 

Cotton  and  cotton  byproducts,  I  2.59 
Cranfiierry,  1 2.57 
Potatoes — livestock  feed,  1 2.58 
Doctors.  See  Physicians 
Domestic  Gold  and  Silver  Operations, 
Office  of ,  X  6 . 

Domestic  repair  stations,  XIV  1.41-1.42 
Drawbacks: 

Customs  duties,  X  3.14-3.16 
Taxes  on  distilled  spirits,  X  4.173 
Taxes  on  nonbeverage  products,  X 
4.136 

Druggists.  See  Drugs 
Drugs: 

See  also  Coca  leaves;  Marihuana;  Nar¬ 
cotics;  Opium 
Antibiotic.  IV  2.7-2.8 
Color  additive,  interstate  shippers  of, 
IV  2.13 

Color-additive  certificates,  persons  to 
whom  issued,  IV  2.12 
Exporters,  X  7.2-7.3 
Insulin,  IV  2Jd 
Manufacturers,  IV  2.6a 
Persons  using  or  receiving  narcotic 
drugs.  X  4.90,  4.93-4.95 
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Drugs — Continued 
Prescriptions,  X  4.100, 4.111 
Proceesins,  labeling,  and  shipping,  IV 
2.2,  2.7 

Shippers,  IV  2.2, 2.6 
Sponsors,  IV  2.6 

Dry-cargo  vessels,  charterers,  n  5.10, 5.23 
E 

Education,  OfBce  of,  IV  1 
Educational  agencies  receiving  Federal 
aid: 

Institutes  of  higher  learning,  IV  1.9 
Private  nonprofit  schools,  IV  1.8 
State  and  local,  IV  1.1-1.7, 1.11 
Educational  institutions: 

See  also  Schools 

Conducting  e3q;)erimental  or  research 
operations,  X  4.138 

Employing  student-workers  as  learn¬ 
ers,  Vn  5.10 
Veterans,  XXVm  1.1-1.5 
War  orphans,  XXVm  1.7-1.9 
Educational  television  broadcasting  facil¬ 
ities,  IV  1.11;  XX  1.7 

Electrmi  beam  radiation,  persons  proc¬ 
essing  food  with,  IV  2.14 
Electronic  components  or  parts;  defense 
materials  regulations,  II  2.4 
Embroideries  industry,  vn  5.12-5.13 
Emergency  Feed  Program;  dealers  sell¬ 
ing  surplus  feed  grains  or  mixed  feed 
under,  I  5.8 
Employees: 

Employment  tax  records,  X  4.47 
State  and  local  government,  IV  4.1 
Employees’  Compensation,  Bureau  of, 
Vn2 

Employees’  Compensation  Act  of  1916, 
VII2.1 
Employers: 

American  Samoa,  Vn  5  A1 
Apprentices  and  learners,  I  4.36;  Vn 
5.4,  5.6-5.7,  5.10 

Claiming  deductions  for  contributions 
to  employees’  trust  or  annuity  plam, 
X4.17 

Contractors  on  federally  financed  and 
assisted  constructitms,  Vn  1.1-1.2 
Contractors  subject  to  Public  Con¬ 
tracts  Act,  Vn  4.1-4.4 
District  of  Columbia.  Vn  2.3 
Educational  institutions  employing 
learners,  Vn  5.10 

Employees  travel  and  business  ex¬ 
penses,  X  4.2 

Handicapped  workers,  1 4.37;  Vn  6.8 
Longshormnen  and  harbor  workers, 
vn  2.2-2.3, 7.6 

Making  retroactive  payment  of  wages, 
Vn5.2 

Navajo,  Pueblo,  and  Hop!  Indian  Res¬ 
ervations,  vn  5.14 

Puerto  Rico,  various  industries,  vn 
5.15-5.47, 5.52^.54 
Railroad  retirement,  XXVI  1.3 
Nsilroad  unemployment  Insurance. 
XXVI  1.1 

Reporting  under  the  Labor-Manage¬ 
ment  Reporthig  and  Disclosure  Act 
of  1959,  vn  3.4 
Samoa.  American,  vn  5.51 
Subcontractors  on  Federal  (xmtracts. 
vni.i 

Subject  to  Pair  Labor  Standards  Act, 
yn.^1.2,  5.3-5.4,  5.6-5A.  5.U.  5.11a, 

Subject  to  Public  Contracts  Act,  Vn 

4.1-4.4 

Sugar  industry  in  Tnrgln  Islands,  I 
426-4.37 


Employers — Continued 
Under  Federal  insurance  Contribu- 
'  tions  Act,  X  4.50, 4.54-4.55 
Undm:  Federal  Unemploirment  Tax 
Act.  X  4.52 

Under  Internal  Revenue  withholding 
tax  requlronents,  X  4.49, 4.53 
Under  Railroad  Retirement  Tax  Act, 
X  4.51, 4.54-4.55 
Various  industries,  vn  5.12-5.54 
Virgin  Islands,  I  426-4.37;  Vn  5.48- 
5.50 

Employment: 

State  agencies  assisting  Department  of 
Labor  in  administering  Fair  Labor 
Standards  Act  and  Public  Contracts 
Act,  vn  5.1,  7.2 
Taxes,  X  4.47-4.55 

Employment  agencies.  State,  XXVI 12 
Engineers,  aircraft,  Supp.  n 
Entertainment  expenses,  X  4.7 
Estate  taxes,  X  4.45 

Exchanges,  securities,  X  4;76-4.77; 

XXVn  Ll-12 
Excise  taxes,  X  4.56-4.211 
Executors  of  estates  or  other  legal  repre¬ 
sentatives  of  decedents,  X  4.33, 4.45 
Explosives: 

Air  carriers,  transportation,  XIV 123 
Vessels,  transportation  of,  X  92,  92, 
9.15,9.18-9.21;  XXV  l.r 
Export  licensees,  n  4.4-4.5,  4.8-42,  4.11 
Export  programs: 

Cotton,  1 1.4 
Peed  grain,  1 1.5 
Rice.  1 1.3 

Wheat  and  wheat  flour,  1 5.11 
Export  storage;  distilled  spirits.  X  4.172 
Exporters: 

Arms,  ammuniti(m,  and  implements  of 
war,  IX  1.1 

Coin  (x  currency,  VI  2.1 
Cotton  and  cotton  products,  1 1.4 
Diesel  fuel,  X  4.125 
Distilled  spirits.  X  4.178 
Drugs.  X  72-7.3 
Excise  taxes.  X  4.56, 4.81 
Peed  grain,  1 1.5 
Firearms,  X  4207 

Oeneral,  n  4.3-4.5.  4.7-4.13,  4.15-4.16 
Grain,  feed,  1 1.5 
liquors.  X  4.168 

Munitions  list.  United  States,  articles, 
IX  1.1 

Narcotics,  X  7.2-72 
Nonfat  dry  milk,  1 1.6 
Nuclear  matmlal,  XI  1.6 
Pistols  and  revolvers.  X  4.207 
Playing  cards.  X  4.67 
Rice,  I  1.3 
Stills.  X  4.135 

Surplus  agricultural  C(»nmodities,  n 
4.3 

Wheat  and  wheat  flour,  I  5.11;  X  3.13 
Wine,  X  4.174 

Express  companies,  xxiii  1.5 

F 

Fabrics,  flammable  quality,  xnr  1.4-I.6 
Fair  Labor  Standards  Act  of  1938: 

Child  labor  provisions,  Vn  7.L,  72 
Contracts  for  federally  flnanced  A»d 
assisted  constructions.  VH 12 
Employers  of  apprentices  and  learners, 
Vn5.4,5.6^.7 

Employers  of  full-time  students,  VII 
5.11 

Employers  subject  to,  Vn  12,  52-5.4, 
5.6-5.8,5.11, 5.11a,  7.1, 7.3 


Fair  Labor  Standards  Act  of  1938 — Con. 
State  agencies  assisting  Department 
of  Labor  in  administering,  Vn  5.1. 
7.2 

Fair  wage  rates  imder  the  Sugar  Act, 
1 426-4.37 

Farm  and  home  annual  plans,  borrowers 
operating  under,  1 7.1 
Farm  training  for  veterans,  XXVm  1.5 
Farmers: 

Claiming  credit  or  refund  for  gasoline 
used  for  farming  purposes.  X  4.86 
Cooperative  marketing  and  purchasing 
associations,  X  4.20a 
Crop  insurance,  1 8.1 
Income  tax,  X  4.1 

Tobacco  farmers’  agents  and  associa¬ 
tions.  X  4.201 

Farmers  Home  Administration,  1 7 
Farms,  dairy,  IV  2.10 
Federal  aid  projects  and  programs: 
Contractors  and  subcontractors,  vn 

1.1-1.2 

Educational  agencies  receiving  Fed¬ 
eral  funds: 

Institutes  of  higher  educatimi,  IV 
19 

Private  nonprofit  schools,  rv  1.8 
State  and  local,  IV  1.1-1.3,  1.5-1.7, 
l.U 

Employers  on  construction  projects, 

vn  1.1-V2 

Health,  IV  3.1-3.2,3.13 
Hospitals  and  medical  facilities,  con¬ 
struction  of,  IV  3.3-3.5 
Public  health  schools,  IV  3.12 
Research  facilities,  construction  of, 
IV3.11 

Sewage  or  industrial  waste  treatment 
works,  construction  of,  IV  3.9,  3.10 
State  highway  departments,  n  6.1 
Training  under  the  Manpower  De- 
.  velc^ment  and  Training  Act  of  1962, 

rvi.io 

Water  pollution  control.  IV  3.8 
Federal  Aviation  Agency,  XTV 
Federal  Civil  Defense  Administration 
plans  for  financial  contributions  to 
States  for  personnel  and  administra¬ 
tive  expenses.  XX  1.6 
Federal  Coal  Mine  Safety  Act,  V  7.1 
Federal  Communications  Commission. 

XV 

Federal  Credit  Unions,  IV  4.2-4.3 
Federal  Credit  Unions,  Bureau  .of,  IV 

4.2-42 

Federal  Crop  Insurance  Corporation,  I  8 
Federal  Deposit  Insurance  Ck>rpm:ation, 

XVI 

Federal  H(»ne  Loan  Bank  Board,  XVn 
Federal  Housing  Administration,  XXll  2 
Federal  Insurance  Contributions  Act,  X 
4.50,  4.54-4.55 

Federal  Maritime  Commission,  XVlla 
Federal  Power  Commission,  XVIII 
Federal  savings  and  loan  associations, 
XVn  1.1-1.8, 1.7 

Federal  Savings  and  Loan  Insurance 
Corporation,  XVU  1.4-116, 1.8-12 
Federal  Seed  Act,  I  2.49-222 
Federal  Trade  Commission,  xnc 
Federal  Unemifioyment  Tax  Act,  X  4.52 
Feed: 

Dealers  selling  surplus  feed  grains  or 
mixed  feed  under  Emergoicy  Feed 
Program,  1  52 
Exporters  of  feed  grain,  1 1.5 
Grain  export  program,  1 1.5 


3096 


RULES  AND  REGULATIONS 


Feed — Continued 

Handlers  and  warehousem^ti  perfonn- 
in«r  transactions  in  Liyestock  Feed 
Program,  I  5.9 
Lots,  operators  of,  1 3.4-3.5 
Fellowships;  National  Defense  Graduate 
Fellowship  Program,  IV 
Fertilizer  manufacturers,  X  3.10 
Fiji;  air  carriers,  xn  1.2 
Filberts;  maiiceting  orders,  I  2.16 
Filled  cheese: 

Manufacturers,  X  4.72 
Taxes,  X  4.72,  4.74 
Wholesalers,  X  4.74 
Firearms: 

Dealers.  X  4.208,  4.210-4.211 
Exporters,  X  4.207 
Importers.  X  4.210-4.211 
Manufacturers,  X  4.207,  4.210-4.211 
Sale  of,  X  4.206-4.211 
Taxes.  X  4.206-4.211 
Transfer  of,  X  4.209 
Fish  and  Wildlife  Service,  V  2 
Fisheries  loan  fund  a];H>licants,  V  2.8 
Fishhig  trades  and  Industry,  vocational 
education  in,  IV  1.3 
Fishing  Vessel  Mortgage  Insurance,  V 
2.9 

Fishing  vessels  holding  Pacific  halibut 
fisheries  license  or  permit,  V  5.1 
Five  Civilized  llibes.  Oklahoma;  mining 

lands,  V  4.9  _ 

Flammable  fabrics  manufacturers,  XIX 
1.4-1.6 

Flavoring  extracts  manufacturers  or  pro¬ 
ducers,  X  3.16, 4.127 
FTax  crop  insurance,  I  8.1 
Flight  Instructors,  XTV  1.36 
Flight  test  applicants  under  Civil  Air 
Regulations,  XEV  1.8 
Food: 

See  also  specific  food 
Color  additive,  Interstate  shippers,  IV 

2.13 

Color-addiUve  certificates,  persons  to 
whom  issued,  IV  2.12 
Distribution  programs,  I  1.2,  2.24-2.26 
Electron  beam  radiation,  persons  proc¬ 
essing  with,  IV  2.14 
Food  products  processors,  X  4.127 
Gamma  radiation,  persons  processing 
with,  IV  2.14 

Proceskng,  labeling,  and  shbn>ing, 
IV  2.1 

Seafood  packers,  TV  2.5 
Food  and  Drug  Administration,  IV  2 
Foreign  agents,  VI  1.1-1.2 
Foreign  Agricultural  Service,  1 1 
Foreign  assets:  persons  engaged  in  con¬ 
trolled  transitions,  VI  2.1 ;  X  5.1 
Foreign  Assets  Control.  Office  of,  X5 
Foreign  civil  aircraft  operators,  xn  1.6 
Foreign  credit  transfers,  persons  engaged 
in.  VI  2.1 

Foreign  distributors,  n  4.13 
Foreign  exchange  transactions,  persons 
engaged  in,  VI  2.1 
Foreign  Inccune  taxes,  X  4.31 
Foreign  insurance  policies,  X  4.79 
Foreign  language  instruction  (modem) , 
financial  assistance: 

Private  nonprofit  elementary  and  sec¬ 
ondary  schools.  IV  1.8 
State  and  local  educational  agencies, 
IV  1.5 

Foreign  repair  stations,  XIV  1.43 
Foreign  trade  zone  grantees,  n  4.17 
Foreign  Trade  Zones  Board,  n  4.17 
Freight  forwarders,  Xn  1.7;  XVlla  IJ^ 
xxmi.i3 


Fruit: 

Citg)  insurance  1 8.1 
Marketing  orders,  1 2.1-2.22 
Perishable  Agricultural  Commodities 
Act  of  1930,12.23 
Shippers,  1 2.22 

Fruit-fiavor  concentrate  plants.  X  4.187 

Fur:  _ 

Bianufacturers  and  dealers,  XTX  1.2- 
1.3 

Tax  exemption,  X  4.82 
Futures: 

^  Commission  merchants,  1 6.1-6.12 
,  Taxes  on  sale  of  cotton  for  future 
delivery.  X  4.69 

G 

Gambling  devices;  manufacturers  and 
dealers,  VI  1.4 
Game  birds,  V  2.1 

Gamma  radiation,  persons  processing 
food  with,  rv  2.14 
Gasandf^: 

See  also  Petroleum  and ,  petroleum 
products 

Deletion  and  depreciation  of  wells, 
X4.23 

Depletion  of  natural  gas  proper^ 
X4.22 

Lessees  on^  federally  owned  and  re- 
.  stricted  Indian  lands,  V  3.2, 3.9 
Mining; 

Osage  Reservation,  V  4.12 

Wind  River  Indian  Reservation. 

Wyoming.  V  4.13 
Natural  gas  companies.  XVm  1.2 
Pipeline  op«’ators  with  rights-of-way 
over  Indian  lands,  V  4.5 
Gasoline: 

See  also  Petroleum  and  petroleum 
products 

Persons  liable  for  fioor  stocks  tax. 
X  4.59, 4.124 

Taxes.  X  4.86. 4.123-4.124 
Use  and  sale  of,  X  4.123 
Used  for  certain  nonhighway  or  farm¬ 
ing  purposes,  persons  claiming 
credit  or  refund  for,  X  4.86 
General  Accoimting  Office,  XX 
General  agents;  shipping  companies, 
n5.1-5.9 

General  Services  Administration,  XXT 
Geological  Survey,  V  3 
Gift  expenses,  business,  X  4.7 
Gift  taxes.  X  4.34, 4.46 
Ginners,  cotton,  I  4.3,  4.7,  4J,  4.13 
Gloves  and  mittens  industry,  vn  5.12- 

5.13 
Gold: 

Importers  of  gold-bearing  materials, 
X  6.2 

Persons  authorized  to  acquire,  hold, 
process,  and  dispose  of  gold,  X  6.1 
Gold  and  Silver  Operations,  Office  of 
Domestic,  X  6 

Graders;  a^cultural  commodities,  1 2.45 
Grain: 

Dealers  .selling  surplus  feed  grains 
under  Emergency  Feed  Pn^^ram,  I 
5.8 

Exporters  of  feed  grain,  1 1.5 
Feed  Grain  Export  Program,  1 1.5 
Warehousing,  I  2.47 
Grain  sorghum  crop  insurance.  I  8.1 
Grants; 

Air  pollution  control,  pr(^rams,  recipi¬ 
ents.  XX  1.9 

Applicants  using  Federal  funds  imder 
the  Public  Health  Service,  IV  3.1- 

3.13 


Grants — Continued 
Educational  television  broadcasting 
facilities  under  part  IV  of  title  in  of 
the  Communications  Act  of  1934,  as 
amended,  IV  1.11 ;  XX  1.7 
Research  facilities  construction,  iv 

3.11 

Research  projects,  institutions  receiv¬ 
ing,  IV  3.2a 

Schools  for  public  health  training,  rv 

3.12 

Sewage  and  industrial  waste.  Federal 
funds  tor  treatment  of,  IV  3.9-3.10 
State  agencies  under  the  Public  Health 
Service  Act,  IV  3.1-3.8 
Training  for  National  Institutes  of 
Health.  IV  3.13 

Under  Area  Redevelopmetit  Act;  ap¬ 
plicants  for,  n  1.2 

Water  pollution  control.  Federal  funds 
for,  IV  3.8 

Grapefruit;  marketing  orders,  I  2.1 
Grapes;  maiketing  orders,  I  2.20,  2.22 
Great  Lakes  Pilotage  Administration,  n  8 
Growers;  seeds,  I  2.52 
Guidance  and  counseling  programs, 
State  and  local  educational  agencies, 
financial  assistance,  IV  1.7 

H 

Hair  or  wool: 

Manufacturers,  processors,  or  dealers, 
X  8.6-3.8 

Producers  of  mohair,  I  5A 
Halibut: 

Desders,  V  5.2 
Vessels  fishing  for,  V  5.1 
Etemdicapped  workers,  employers  of,  I 
4.37;  vn  5.8 

Handkerchief  manufacturing  industry, 

vn  5.12-5.13 

Harbor  workers,  employers  of,  vn 
2.2-2.3.7.6 

Hawaii;  air  carriers,  XH  1.2 
Health;  co(perating  health  agencies.  IV 
3.1-3.13 

Health,  Education,  and  Welfare  Depart¬ 
ment: 

See  Education,  Office  of 

Food  and  Drug  Administration 
Public  Hesdth  Service 
Social  Security  Administration 
Helicopters,  Xn  1.2;  XIV  1.30-1.32 
Heroin;  reedstrants  surrendering  heroin 
to  Conunissioner  of  Narcotics,  X  7.5 
Highway  departments;  Federal  aid  proj¬ 
ects.  n  6.1 

Highway  motor  vehicles,  persons  subject 
to  tax  or  use  of,  X  4.60 
Hog-cholera  virus,  I  3.2-3.3 
Home  econmnics,  vocational  education 
in,  IV  1.3 

Home  Loan  Bank  Board,  Federal,  XVn 
Homeworkers: 

Navajo,  Pueblo,  and  Hopi  Indian  Bes- 
.  ervations,  Vn  5.14 
Puerto  Rico,  Vn  5.15-5.17,  5.42-5.43 
Various  industries,  vn  5.12-5.17 
Virgin  Islands,  vn  5.49-5.50 
Hong  Kong;  Upping  restrictions,  n  7.1 
Hopi  Indian  Reservation: 

Employers  of  homeworkers  making 
Jewelry,  vn  5.14 
Traders,  V  4.14 
Hoq;>itals: 

Construction  and  survey  projects;  ap* 
plicants  receiving  Federal  fimds,  IV 
3.3-3.5 

Dispensing  or  administering  narcotic 
drugs.  X  4.101,  4.110 
Treating  Federal  employees,  vn  2.1 
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Eousing:  _ 

Buildint  and  loan  asaodatlonfl,  XVn 
1.4-1.8,  1.8-1.9 

Contraieta  for  loans  or  annual  eontri- 
buttons  under  United  States  Hous¬ 
ing  Act  of  1937,  XX  1.5  _ 

mvestors  with  yield  Insuraroe, 

2.7  _ 

Lending  agencies.  XXII  2.1-2.3.  24, 2.8 
Mortgagors  of  multifamily  houMng, 

XXn  2.4-84, 2.9  _ 

MultifamEy  housing,  XXII  2.3-2.6, 

2.8-34  _ 

National  Housing  Act,  XXH  3.1-84 _ 

Property  Improvanent  loans,  xxii 

2.1- 84 

Savings  and  loan  associations,  XVil 

1.1- 1.9  '  _ 

Yield  insurance,  XXII  2.7 

Housing  and  Hcmie  Finance  Ag«icy, 

xxn 

1 

import  Certificates,  holders  and  execu¬ 
tors,  n  4.1-4.2 

import  quotas  under  the  Sugar  Act,  I 
4.32-4.37 
Importers: 

Air  carriers,  n  4.14 

Aircraft  and  vessel  repair  parts,  n  4.6 
Arms,  ammunition,  firearms,  imple¬ 
ments  of  war,  IX  1.1;  X  4410-4411 
Automobile  tires,  X  4.58 
Beer.  X  4.164 

Biological  products  or  arsenicals.  I 
3.1;  IV  3.14 

Cigarette  papers  and  tubes,  X  4.199 
Cigars  and  cigarette  X  4.199 
Coca  leaves,  X  4.98. 7.1, 7.4 
Commodities  under  Import  Certifi¬ 
cates.  n  4.1-4.2 
Dairy  products.  1 1.1 
Distilled  spirits,  X  4.162-4.164 
Drugs,  rv  2.8 

Gold-bearing  materials  for  reexport  of 
refined  gold.  X  64 
Limestone,  X  3.10 
liquors.  X  4.165-4.166 
Munitions  List,  United  States,  articles, 
IX  1.1 

Narcotics,  X  4.92-4.99,  7.1,  7.4 
Nuclear  material.  XI  1.6 
Opium.  X  448, 7.1 
Patna  rice.  X  34 
Rape8eedoil.X3.9 

Strip  stamps  for  distilled  spirits,  X 
4.163 

Sugar.  1 4.32. 4.34-4.35 

Tobacco,  X  4.199 

Tread  rubber,  X  4.58 

Vessel  and  aircraft  repair  parts,  n  4.6 

Wheat,  X  3.13 

Wines,  X  4.164 

Incentive  Payment  Program  for  Shorn 
Wool;  producers  participating,  1 5.6 
Income  taxes: 

Annual  accounting  pmriod,  change  in 
X4.18 

C^i^t  for  taxes  paid  to  foreign  coun¬ 
tries  and  UH.  possessions,  X  441 
Employees  travel  and  business  ex¬ 
penses.  X  4.2 
General.  X  4.1-4.44 

Installment  accounting  method,  X 
4.19 

Lifo  inventories,  liquidation  And  re¬ 
placement  of,  X  4.39 
Trademark  and  trade  name  expendi¬ 
tures  as  deferred  expenses.  X  4.4 
Virgin  Islands  corporations.  X  4.32a 


Income  taxes — Continued 
Western  HmniEq;fiiere  trade  corpora¬ 
tions.  X  4.32 

Withb(fiding  ^  on  nonresident  aliens, 
foreign  ccnporations,  and  tax-free 
covenant  bcmds,  X  4.48 
Withholding  tax  on  wages,  X  4.49, 
4.53. 445. 

Indian  Affairs,  Bureau  of,  V  4 
Indian  lands: 

,  Crow  Indian  Reservation,  Mmitana; 
lessees  ot  lands  in,  for  mining,  V 
4.8 

Five  Civilized  Tribes,  lessees  of  re¬ 
stricted  lands  of  members  of,  for 
mining,  V  4.9 
Mining  lessees.  V  4.6-4.13 
Oil  and  gas  lessees,  V  34 
Osage  Reservation;  lessees  of  reserva¬ 
tion  lands  for  mining.  V  4.10,  4.12 
Quapaw  Agency,  lands  imder  Jurisdic¬ 
tion;  lead  and  zinc  mining,  V  4.11 
Right-of-way  over  Indian  lands;  pipe¬ 
line  (aerators,  V  4.5 
Wind  River  Indian  Reservation,  Wyo¬ 
ming;  lessees  of  lands  in,  for  mining, 
V4.13 
Indians: 

Corporations,  unincorporated  tribes 
and  bands,  and  credit  and  coopera¬ 
tive  associations,  V  4. 1-4.2 
Employers  of  industrial  homeworkers 
in  Navajo,  Pueblo,  and  Hopl  Indian 
Reservations,  VH  5.14 
General.  V  4.1-4.14 

Industrial  solvents  dealers  and  users, 
X  4.147 

Infiammable  or  combustible  cargoes: 
Air  carriers,  transportation  of,  XIV 
1.33 

Vessels  towing  or  transporting,  X  9.5, 
9.8,  9.15, 9.18-941 

Inspectors;  agricultural  commodities,  I 
2.45 

Installment  method  accounting  dealers, 
X4.19 

Institutions: 

Conducting  experimental  or  research 
operations,  X  4.138, 4.151 
Cooperating  with  a^cultural  com¬ 
modity  distribution  programs,  1 2.25- 
2.26 

Dispensing  or  administering  drugs, 
X  4.101 

Employing  student-workers  as  learn¬ 
ers,  vn  5.10 

Furnishing  educational  or  training 
courses  to  veterans,  Xxvm  1.1-1.5 
Receiving  grants  for  construction  of 
research  facilities,  IV  3.li 
Receiving  grants  for  National  Insti¬ 
tutes  of  Health  training,  IV  3.13 
Receiving  grants  for  research  projects, 
IV  3.2a 

War  orphans  educational  assistance 
enrolled  XXVm  1.7-1.9 

Instruction  courses:  _ 

Aircraft  mechanic.  XIV  1.44 
-  Dispatcher  operators,  XIV  1.39 
Flight  navigator,  XIV  147 
PUot,  XIV  1.40 
Instructors: 

FUs^.  XIV  1.36;  Supp.  II 
Ground,  Supp.  n 

Instrument  landing  system  facilities 
owners,  civil  airway,  XIV  1.47 
Insulin  distributors.  IV  24 
■  Insurance: 

Companies  contributing  to  trust  or 
^  retirement  plans,  X  4.42b 


Insurance — Continued 
Crop,  1 8.1 

Forei^  polieies,  X  4.79 
Housing.  See  Housing 
Life,  X  4.27-448 
Interior,  Department  of  the: 

See  Fish  and  Wildlife  Service 
Geological  Survey 
Indian  Affairs,  Bureau  of 
Interior,  Qfllee  of  the  Secretary  of 
the 

International  Pacific  Halibut 

Cmnmlssion 

'  International  Whaling  Com¬ 
mission  *  , 

Mines,  Biureau  of 
National  Part:  Service 
Interior,  Office  of  the  Sem^ry  of  the, 
V  1 

Internal  Revenue  Service,  X  4 
International  freight  forwarders,  xtt  1.7 
International  Pacific  Halibut  Com¬ 
mission,  V  5 

International  Commerce.  Bureau  of,  n  4 
International  Whaling  Commission,  V  6 
International  Wheat  Agreement,  ex¬ 
porters  imder,  1 5.11  _ 

Interstate  Commerce  Commission,  xxm 

Interstate  toll  bridges.  HE  34-3.3  _ 

Investment  companies,  X  4.29;  XXVH 
1.6-1.10 

See  also  Banks  and  banking  institu-^ 
tions;  oful  Housing 
Investment  trust,  real  estate.  X  4.30 
Investors ;  3deld  insurance.  XXU  2.7 
Iron;  defense  materials  regulations,  H 
2.3 

Irregular  and.off-route  air  carriers,  Supp. 
H 

J 

Jewelry: 

Hand-fashioned  Indian,  VH  5.14 
Manufacturing  indusl^,  VH  5.12-5.13 
Joint  appraiticeshlp  committees.  VH  5.5 
Justice  Department.  VI 


Knitted  outerwear  industry,  VH  5.12-5.13 
L 

Labor,  Office  of  the  Secretary  of,  VH  l 
Labor  Department: 

See  Employees’  Compensation.  Bureau 
of 

Labor.  Office  of  the  Secretary  of 
Labor-Management  and  Welfare- 
Pension  Reports.  Office  of 
Labor  Standards,  Bureau  of 
Public  Contracts.  Division  of 
'  Wage  and  Hour  Division 
Labor-Management  Reporting  and  Dis¬ 
closure  Act  of  1959,  VH  3.1-3.8 
Labor-Management  and  Welfare-Pen¬ 
sion  Reports.  Office  of,  VH  3 
Labor  organizations,  VH  3.1,  3.3,  3.5-3.6 
Secretaries  and  election  officials,  VH 
3.7 

Labor  relations  consultants.  VH  34 
Labor  Standards,  Bureau  of,  VH  7 
Laboratories: 

Transferring  and  receiving  narcotic 
drugs  for  chemical  or  pharmaco¬ 
logical  tests.  X  4.104, 4.114 
Using  narcotics ,  X  440,  4.103-4.104 
Lamb  and  yearling  producers,  1 5.7 
Land  transportation  facilities;  radio 
stations  and  carriers.  XV  1.17, 142 
Landing  systms,  civil  airways,  XIV  1.46- 
1.47 
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Xiead  and  zinc;  mining  on  Quai>aw 
Agency  lands,  V  4.11 

Learners,  employers  ci,  Vn  5.8-6.7,  5.10 
Legal  representatives  of  decedents,  X 
4.33 

Lemons: 

5ee  also  Fruit 
Marketing  orders,  1 2  J2 
‘Lending  agencies: 

See  also  Housing;  and  Banks  and 
banking  Institutions 
Multifamily  housing,  XXI 1  2.3,  2.6, 2.8 
Property  improvement  loans,  XXii 
2.1-3.2 

Lettuce;  marketing* orders,  1 2.13 
Library  Services  Act,  State  and  local 
agencies  participating  in  program 
under,  IV  1.4 

Life  insurance  companies: 

Ck>insurance  contracts,  X  4.28 
Distributing  dividends  to  policyhold¬ 
ers,  X  4.27 
Limes: 

See  also  Fruit 
Marketing  orders,  1 2.3 
Limestone  importers,  X  3.10 
Liquors: 

Bottles  and  containers,  manufacturers, 
importers,  and  consignors,  X  4.129 
Dealers,  X  4.130-4.133 
Exporters,  X  4.168 
Importers,  X  4.165-4.166 
Manufacturers  and  *  processors,  X 
4.127-4.128 

Puerto  Rican,  shipped  to  the  United 
States,  X  4.155-4.161 
Shippers,  X  4.159  ^ 

Taxes,  X  4.127-4.176 
Virgin  Islands,  shipped  to  the  United 
States  from,  X  4.160-4.162 
Wholesalers,  X  4.130-4.131 
Livestock  associations.  State,  I  2.36 
Livestock  Fbed  ’Progrem;  handlers  and 
warehousemen  performing  transac¬ 
tions  in,  I  5.9 

Livestock  and  poultry,  I  2.30-2.37 
Loans: 

Borrowers  operating  imder  farm  and 
home  annual  plans,  I  7.1 
-Contracts  TTor  loans  imder  United 
States  Housing  Act  of  1937,  XX  1.5 
Holders  under  the  Refugee  Relief  Act 
of  1953,  X  1.1 

Holders  of  VA  guaranteed  or  insured 

loans,  XXVm  1.10-1.11  _ 

Pit^rly  improvement  loans,  XXII  2.1 
Recipients  under  Area  Redevelopment 
Act,  n  1.1 

Local  public  agencies;  slum  clearance 
and  urban  renewal  projects,  XXH  1.1 
Locker  plant  operators,  V  2.1 
Longshoremen,  employers  of,  VH  2.2-2.3, 
7.6 

Longshoremen’s  and  Harbor  Workers* 
Compensation  Act,  Vn  2.2-2.3,  7.6 
Louisiana: 

Persons  authorized  to  kill  depredating 
purple  gallinules,  V  2.5 
Petroleum  regulations  of  the  OfQce  of  . 
Oil  and  Oas,  Interior  Department, 

V  3.3-3.7 
Lubricating  oil: 

•Manufacturers  and  processors  of,  X 
3.9 

Use  and  sale  of,  X  4.123 
M 

Macao;  shipping  rratrictions,  H  7.1 
Machines  and  machinery: 

Construction  machinery,  H  2.3 
Metalworking  machines,  H  2.4 


Mail,  vm  1.1~1.8 

Idanpower  Development  and  Training 
Act  of  1962,  training  under,  IV  LIO 

Manufacturers  and  processors:  _ 

Aircraft  and  related  equipment,  XTV 
1.2-1.4,  1.&-1.7,  1.10. 1.48,  Supp.  n 
Antibiotic  drugs,  IV  2.7 
Antifreeze  solutions,  X, 4.142 
Arms,  ammunition,  and  implements  of 
war,  IX  1.1  w, 

Arsenicals,  IV  3.14 

Articles  entitled  to  drawback.  X  3.14- 
3.16 

Automobile  tires.  X  4.58 
Biological  products,  I  3.1;  IV  3.14 
Blood,  whole,  IV  3.15 
Butter,  adulterated  and  process  or 
renovated.  X  4.72 
Canned  soups,  X  3.5 
Cigarette  papers  and  tubes,  X  4.188- 
4.194 

Coconut  oils,  X  4.75 
Cosmetics,  IV  2.3 
Cotton,  I  4.7,  4.13 
Dairy  products,  I  2.29 
Distilled  spirits,  persons  disposing  ma¬ 
terials  used  in  manufacture  of,  X 
4.128 

Drug.  IV  2.2  2.6a 

Equipment  for  use  on  merchant  ves¬ 
sels,  X  9.23 

Excise  taxes  and  exemptions,  X  4.56- 
4.57 

Exporters,  X  4.135,  4.207 
Fertilizer,  X  3.10 
Filled  cheese,  X  4.72 
Firearms.  X  4.207,  4.210-4.211 
Flammable  fabrics.  XlX  1.4-1.6 
Flavoring  extracts,  X  3.16, 4JL27 
Food  and  fgod  products,  IV  2.1;  X  4.127 
Fur  products.  XIX  1.2 
Gambling  devices,  VI  1.4 
Hair  products,  X  3.6-3.8 
Liquor  bottles  and  containers,  X  4.129 
Liquors,  X  4.127-4.128 
Lubricating  oil,  X  3.9 
Matches,  white  phosphorus,  X  4.68 
Materials  for  use  on  merchant  vessels, 
X9.23 

Medicines  and  medicinal  preparations, 
X  3.16, 4.127 

Munitions  List,  United  States,  articles, 
IX  1.1 

Narcotic  precursors,  X  7.7 
Narcotics.  X  4A9-4.119 
Nonbeven^e  products,  X  4.136 
Opium,  X  4.89, 4.98 
Palm  oU.X  4.75 
Perfumery,  X  3.16 
Pharmaceuticals,  IV  2.11 
Pistols  and  revolvers,  X  4.207 
Playing  cards,  X  4.67 
Postage  meters,  vm  1.2 
Poultry.  1 2.28 
Radio  receivers,  XV  1.21 
Rice.  1 4.31 

Rubber  substitutes.  X  3.9 
Sales  taxes  and  exemptions,  X  4.56-4.57 
Stills,  X  4.135 
Sugar.  1 4.34;  X  4.75 
Textile  fiber  products,  XlX  1.7 
Tobacco  and  tobacco  products,  I  4.15, 
4.17,  4.21.  4.25;  X  4.177-4.185,  4.205 
Toilet  preparations,  X  3.16, 4.146 
Tread  rubber,  X  4.58 
Vinegar.  X  4.134, 4.152 
Wheat,  1 4.27 

Wool  products.  X  3.&-3.8;  XIX  1.1  . 

Marihuana: 

See  also  Drugs;  and  Narcotics 
Applicants  for  registry,  X  4.108 


Marihuana — Ckmtinued 
Business  discontinued,  X  4.118 
Dealers.  X  4.111 

Lost  or  destroyed,  persons  required  to 
make  statements  with  ropect  to.  z 
4.117 ' 

Medical  practitioners  diQ)ensing  or 
administering,  X  4.110 
Millers  processing  Cannabis  sativa  L 
plants,  X  4.115 

Persons  registered  to  obtain  marihuana 
for  laboratory  use,  X  4.114 
Registrants  disposing  of  excess  or  un- 
desirahle  marihuana,  X  4.119 
Taxes.  X  4.108-4.119 
Transferors  and  transferees,  X  4.109, 
4.112 

Marihuana  Tax  Act  of  1937,  X  4.108-4.119 
Marine  academies,  n  5.28 
Marine  casualties,  X  9.7 
Maritime  Administration,  H  5 
Maritime  Commission,  Federal,  XVIIa 
Maritime  protection  and  indemnity  in- 
oarance;  insured  vessels,  H  5.5 
Marketing  associations  and  agencies.  See 
Cooperative  associations,  etc. 
Marketing  orders : 

Almonds,  apricots,  carrots,  cherries, 
cranberries,  dates,  filberts,  fruits  and  ' 
vegetables,  grapefruit,  grapes, 
lemons,  lettuce,  limes,  nectarines, 
onions,  oranges,  peaches,  pears, 
potatoes,  prunes,  raisins,  tomatoes, 
and  walnuts,  1 2.1-2.22 
Dairy  products.  1 4.38 
Marketing  quotas : 

Cotton,  1 4.3-4.14 
Peanute,  1 4.28-4.30 
Rice.  1 4.31 
.  Tobacco,  4.15-4.26 
Wheat,  1 4.27 

Masters,  vessels.  See  Vessels 
Matches: 

Manufacturers,  X  4.68 
Taxes.  X  4.68, 4.123 

Mathematics  instruction,  financial  as¬ 
sistance: 

Private  nonprofit  elementary  and  sec-' 
_  ondary  schools,  IV  1.8 

State  and  local  educational  agencies, 
IV  1.5 

Mechanics,  aircraft,  XIV,  1.44;  Supp.  n 
Medical  facilities  stnd  hospital  survey  and 
construction  projects;  applicants  re¬ 
ceiving  Federal  funds.  IV  3.3-3.5 
Medical  practitioners.  See  Phyticians 
Medicines  and  medicinal  preparations 
memufacturers  and  producers,  X  3.16, 
4.127 

Merchandisers;  income  derived  from  pro¬ 
duction,  purchase,  or  sale  of  merchan¬ 
dise.  X  4.20 

Metalworking  machinery;  defense  mate¬ 
rials  regulations,  II  2.4 
Migratory  birds,  V  2.1-2.5 
Migratory  workers,  transportation  by 
motor  carriers,  XXill,  1.16 
NQlk  and  milk  products: 

See  also  Dairy  products 
Dairy  farms  or  plants  pasturizing 
milk  or  cream  for  shipment,  IV  2.10 
Exporters  of  nonfat  dry  milk,  I  1-6 
Handlers,  1 4.38 
Special  Milk  Program,  1 2.25 
Bdineral  lands;  Indian  lands  lessees,  V 
4.6-4.13 

Mineral  property;  dcprticiation  and  de¬ 
pletion,  X  4.23 

Minerals  and  metals.  See  Mines 
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M^ies: 

Coal,  V  3.1, 7.1 
Lead  and  sdnc.  V  4.11 
On  Indian  lands,  V  4.6-4.13 
Ore,  V  3.8 

Persons  electing  to  aggregate  sepa¬ 
rate  operating  mineral  interests,  X 
4.25-4.26 

Mines,  Bureau  of,  V  7 
Mohair  producers,  1 5.5 
Montana;  Indian  lands,  V  4.8 
Mortgagors.  <See  Housing 
Motion  pictures;  permittees  filming  mo¬ 
tion  pictures  on  areas  under  jurisdic¬ 
tion  of  the  Department  of  the  Interior, 
Vl.l 

Motor  carriers^ _ 

Brokers  for,  Xxiil  1.10 
Class  I,  XXm  1.11 

Exempt  under  section  203(b)  of  the 
Interstate  Commerce  Act,  XXiii 

1.15  _ 

Migratory  workers,  carriers  of,  XXI 11 

1.16 

Other  Uian  Class  1,  aaHI  1.9 
Private,  subject  to  Part  II  of  the  Inter¬ 
state  Commerce  Act,  XXilI  1.14 
Rate-making  organizations.  XXlll  1.8 
Motor  fuel,  special,  tax  exemption,  X  4.83 
MunicipcJities;  acquiring  or  constructing 
interstate  toll  brieves,  HI  3.3 
Munitions  List,  United  States;  manufac¬ 
turers.  importers,  and  exporters  of 
articles,  IX  1.1 

Mutual  service  and  subsidiary  service 
companies,  XXVIE  1.4 

N 

Narcotics: 

See  also  Marihuana ;  and  Opium 
Business  discontinued,  X  4.106, 4.118 
Compounders,  X  4.92,  4.96-4.97,  4.99, 
4.102 

Dealers.  X  4.90-4.97,  4.99,  4.100,  4.102, 
4.111 

Dispensers,  X  4.100 
Drugs,  X  4.89-4.119, 7.2-7.3, 7.6-7.7 
Exporters,  X  7.2-7.3 
General,  X  4.98-4^19, 7.1-7.7 
Heroin,  surrender  of,  to  Commissioner 
of  Narcotics,  X  7.5 
Importers,  X  4.92-4.99, 7.1 
Laboratories.  X  4.103-4.104, 4.114 
Lost,  X  4.105, 4.117 
Manufacturers,  X  4.89-4.99, 4.102 
Medical  practitioners  dlf^nsing  or 
administering.  X  4.101-4.102 
Orders  for.  from  qualified  dealers  or 
practitioners  in  Virgin  Islands,  X 
4.96 

Persons  using  or  receiving  narcotic 
drugs.  X  4.90, 4.93-4.95 
I  Prescriptions.  X  4.100, 4.111 

Producers.  X  4.91-4.97, 4.99, 4.102 
Registrants  disposing  of  excess  or  un¬ 
desired  narcotics,  X  4.107 
Transferees  and  transferors  of,  X  4.104 
Vendees,  X  4.93-4.95 
Vendors,  X  4.93-4.95, 4.102' 

Wholesalers,  X  4.91-4.92, 4.96-4.97, 4.99 
Narcotics,  Bureau  of ,  X  7 
•  National  Aeronautics  and  Space  Admin¬ 
istration,  XXTV 

National  banking  associations.  X  2.3 
National  banks : 

Acting  as  insurance  agents  and  as 
brokers  or  agents  for  loans  on  real 
estate,  X  2.1 

Certificates  executed  under  Exception 
13ofRJ3. 5200.x  2.4 
Exercising  trust  powers.  X  2.2 


National  Defense  Education  Act,  partic¬ 
ipation  in  programs  imder : 

Institutes  of  higher  education,  IV  1.9 
Private  nonprofit  Momentary  and  sec¬ 
ondary  schools,  IV  1.8 

State  and  local  agencies,  IV  1.5-1.7 _ 

National  Housing  Act  of  1934,  XXII 
2.1-2.9 

National  Institutes  of  Health  training; 
institutions  receiving  Federal  grants, 
IV  3.13 

National  park  concessioners,  V  8.1 . 
National  Park  Service,  V  8 
Natural  deposits  depreciation  and  de¬ 
pletion,  X  4.23 

Natural  gas  companies,  XvUI  1.2 
Natural  gas  property  depletion,  X  4.22 
Navajo  Indian  Reservation: 

Employers  of  homeworkers  in  making 
jewelry,  VH  5.14 
Traders,  V  4.14 

Naval  stores:  ** 

Producers  of  gmn  naval  stores  from 
turpentine  trees,  1 4.2 
Turpentine  and  rosin  processors,  1 2.56 
Naval  Stores  Act  of  1923, 1 2.56 
Navy;  contractors  and  subcontractors, 
m  1.1-1.31;  X  4.44 
Nectarines;  marketing  orders.  1 2.4 
New  Mexico;  petroleum  regulations  of 
the  Office  of  Oil  and  Gas,  Interior  De¬ 
partment,  V  3.3-3.7 

Nickel  allosrs;  defense  materials  regula¬ 
tions,  n  2.6 

Nonappropriated  Fund  Instrumentalities 
Act,  Vn  2.2 

Nonbeverage  products  manufacturers,  X 
4.136 

North  Korea;  shipping  restrictions,  H  7.1 
Nuclear  material;  licensees  and  others 
subject  to  financial  protection  require¬ 
ments  and  indemnity  agreements,  XI 
1.11 

Nuclear  material;  licensees  receiving, 
possessing,  using,  or  transferring  spe¬ 
cial  nuclear  material  or  byproduct  or 
source  material,  XI  1.2,  1.6, 1.9 
Nuclear  reactors;  holders  of  construction 
and  operating  authorizations,  XE  1.10 
Nuclear  vessels,  X  9.10 
Nursing,  practical,  vocational  education 
in,  IV  1.3 

Nuts;  marketing  orders,  1 2.14-2.17 
O 

Oats;  crop  insurance,  1 8.1  ^ 

Oil  and  gas: 

See  also  Petroleum  and  petroleum 
products 

Depletion  and  depreciation  of  wells,  X 
4.23  ' 

Lessees  on  federally  owned  and  re¬ 
stricted  Indian  lands,  V  3.2,  3.9 
Mining: 

Osage  Reservation,  V  4.12 
Wind  River  Indian  Reservation,  Wy¬ 
oming,  V  4.13 

Pipeline  operators  with  rights-of-way 
over  Indian  lands,  V  4.5 
Oil  Pollution  Act  of  1961;  masters  or 
operators  of  vessels  subject  to,  m  3.4 
Oils: 

Coconut;  processors,  X  4.75 
Chitting  oil,  X  4.84 
'  Diesel  fuel,  X  4.83, 4.125-4.126 
Lubricating,  X  3.9, 4.123 
Nonhibricating,  X  4.84 
Palm  oil;  processors,  X  4.75 
Rapeseed  oil;  importers,  X  3.9 
Oklahoma;  Indian  lands,  V  4.9-4.10 


Onions;  marketing  orders,  1 2.10 
OperatW-differential  subsidized  ves¬ 
sels;  operators  and  contractors,  n 
5.12-5.14, 5.17, 5.19 
Opium: 

See  also  Drugs;  and  Narcotics 
Importers,  X  4.98, 7.1 
Manufacturers,  X  4.89 
Withdrawal  of,  X  4.98 
Oranges: 

See  also  Fruit 
Marketing  orders,  1 2.1 
Organizations: 

Collecting  tax  on  dues  or  initiation 
fees,  X  4.87-4.88 
Tax  exempt,  X  4.1, 4.42 
Trade  agreements,  1 1.7 
Osage  Reservation;  mining,  V  4.10,  4.12 
Outer  Continental  Shelf  Lands  Act,  VH 
2.2 

Oysters;  packers  of  canned  oysters,  IV 
2.5 

P 

Pacific  Halibut  Commission,  Interna¬ 
tional,  V  5 
Packers: 

Dairy  products,  1 2.29 
Livestock  and  poultry,  1 2.37 
Oysters,  rv  2.5 
Pharmaceuticals,  IV  2.11 
Shrimp,  IV  2.5 

Packers  and  Stockyards  Act,  1921, 1 2.30- 
2.37 

Palin  oil,  X  4.75 

Panama  Canal  Company  and  Canal  Zone 

Government,  XXV  _ 

Parachute  loft  certifications,*  XIV  1.45; 
Supp.H 

Parachute  riggers,  XIV  1.38 ;  Supp.  H 
Patna  rice  importers,  X  3.5 
Pawnbrokers,  X  4.210-4.211 
Payment  programs : 

Cranberry,  1 2.57 

Incentive  Pasrment  Program  for  Shorn 
Wool,  1 5.6 

Lamb  and  yearlings  (pulled  wool) ,  1 5.7 
Mohair,  1 5.5 
Shorn  wool,  1 5.6 
Wheat  and  wheat  fiour,  1 5.11 
Peaches;  marketing  orders,  1 2.5 
Peanuts: 

Buyers,  1 4.29 
Crop  insurance,  1 8.1 
Marketing  quotas,  1 4.28-4.30 
Price  support  program,  1 5.4 
Producers,  1 4.28 
Shellers,I4.30, 5.4 
Pears,  marketing  orders,  1 2.22 
Peas,  crop  insurance,  1 8.1 
Pensions,  VH  3.9 

Perfumery  manufacturers  and  produc¬ 
ers,  X  3.16 

Periodic  requirements  license  applicant, 
n4.8 

Perishable  Agricultural  Commodities  Act 
of  1930  (fruits  and  vegetables) ,  I  2.23 
Petroleum  and  petroleum  products: 
Carriers,  X  4.64 
Pipelines,  V  3.6;  X 4.64 
Producers,  purchasers,  refiners,  stor- 
ers,  shippers,  consignors,  etc.,  V  3.3- 
3.4 

Reclamation  plants,  V  3.5 
Transporting  agencies,  V  3.7 
Pharmaceuticals,  manufacturers,  proc¬ 
essors,  packers,  IV  2.11 
Physicians: 

Dispensing,  administering,  or  distrib¬ 
uting  narcotic  drugs,  X  4.90,  4.101- 
4.102,4.110 

Treating  Federal  employees,  VH  2.1 
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Picking  establiihmentc  opomtCHTS  receiT- 
ing.  proceMing,  or  having  custody  of 
migrattxy  game  birds.  V  2^ 

Pilot  food  stamp  program,  1 2^ 

PUots;  aircraft.  XIV  1.35,  1.40;  Supp.  n 

Pipelines:  _ 

Interstate  ccxnmerce,  AAiJLi  1.C 
Operators  with  riihts-of-way  over  In¬ 
dian  lands,  V  4.5 

Petroleum  and  petroleum  products,  V 
3.6;  X  4.64 

Pistols  and  revolvers: 

See  also  Firearms 
Exporters.  X  4.207 
Manufacturers,  X  4.207 
Sale  of,  X  4.206-4.211 
Playing  cards;  exporters,  X  4.67 
Post  Office  Department,  vm 
Postage  meters: 

Licensees,  vm  1.1 
Manufacturers,  vm  1.2 
Potash  mining  lessees,  V  3  J 
Potatoes: 

Crop  insurance,  1 8.1 
Diversicm  program,  1 2.58 
MariEeting  orders,  I  2.9,  2.22 
Poultry,  1 2.28, 2.30-2.37 
Practical  nursing,  vocational  education 
in,  IV  1.3 

Practitioners.  See  Physicians 
Prescriptions  for  narcotics,  X  4.100, 4.111 
Price  support  programs;  agricidtural 
commodities,  1 5.1-5.7 
Priorities  and  locations  System  be¬ 
tween  Canada  and  the  United  States, 
n  2.1  — 

Processors.  See  Manufacturers  -  and 
processors 
Producers: 

Articles  entitled  to  drawback,  X  3.14- 
3  16 

Cotton,  1 4.8, 4.14 
Flavoring  extracts,  X  3.16 
Gum  naval  stores,  1 4.2 
Lambs  and  yearlings,  1 5.7 
Medicinal  preparations,  X  3.16 
Mohair,  1 5.5 

Narcotics,  X  4.91-4.97, 4.99, 4.102 
Peanuts.  1 4.28 
Perfumery.  X  3.16 
Rice,  1 4.31 

Tobacco,  I  4.15,  4.18,  4.22 
Toilet  preparations,  X  3.16 
Wheat.  1 4.27 
Wool,  1 5.6 
Property: 

Depreciation  and  depletion,  X  4.3,  4.5, 
4.22-4.24 

Distribution  by  bank  holding  corpora¬ 
tion.  X  4.36 

Executors  or  other  legal  representa¬ 
tives  of  decedents.  X  4.23 
Participants  in  the  transfer  of,  X  4J0- 
4.14,4.16,4.35 

Persons  midcing  or  receiving  gifts  ot, 
X  4.34, 4.46  , 

Pr(H>rietary  scdvents  dealers  and  users, 
X  4.147 

Prunes;  marketing  orders.  1 2.8, 2.21 
Public  Contracts  Act : 

Contractors  subject  to.  Vn  4. 1-4.4 
State  agencies  assisting  Department  of 
Labor  in  administering,  Vn  5.1,  7.2 
Public  Contracts.  Division  vn  4 
Puldic  Debt,  Bureau  of  the,  X  8 
Public  Health  Service,  IV  3 
Public  Health  Service  Act,  IV  3.1-3.2 
PuMic  Housing  A<hniniBtration;  con¬ 
tracts  for  loans  or  anmial  contribu¬ 
tions  under  United  States  Housing  Act 
of  1937,XX  L5 


PidiUc  local  agencies:  shun  clearance 
and  urban  roiewal  projects,  XXn  1.1 
Public  Roads.  Bureau  of .  n  6 
PubUc  utilities  and  licensees,  XVm  1.1 
Public  utility  holding  companies,  XXVII 
1.5 

Public  works.  State  agencies  plans  for. 
xxni.2 

Puebio  Indian  Besorvation;  employers  of 
homeworkers  in  making  Jewell,  vn 
5.14 

Puerto  Rico: 

Alcoholic  beverage  and  industrial  alco¬ 
hol  industiy.  vn  5.32 
Artificial  fiower,  decoration,  and  party 
favor  industry,  VH  5.46 
Banking  industry,  vn  5.34 
Beer.  X  4.156 

Business  service  industry,  Vn  5.37 
Button,  jewelry,  and  lapidary  work 
industry,  Vn  5.31 

Chemical,  petroleum,  and  related  prod¬ 
ucts  industry,  Vn  5.35 
Children’s  dress  and  related  products 
industry.  Vn  5.15-5.17,  5.25 
Communications  industry.  Vn  5.86 
Cmistmction  industry,  VII  5.37 
Corsets,  brassiows.  and  allied  gar¬ 
ments  industry,  Vn  5.29 
Distilled  spirits,  X  4.155-4.156 
Electrical,  instrument,  and  rdated 
products  industry,  vn  5.22 
l^ployess  in  various  industries,  VH 
5.15-5.47, 5.52-5.64 
Finance  industries,  Vn  5.34 
Food  and  related  products  industry, 
vn  5.38 

Glove,  fabric  and  leather,  industry,  vn 
5.18-5.17,5.20 

Handkercfatef,  acarf ,  and  art  linen  in¬ 
dustry.  vn  5.15-5.17. 5.23 
Homeworkers  in,  vn  5.15-^.17,  5.42- 
5.43 

Hosiery  industry,  vn  5.45 
Insurance  industry,  vn  5  J4 
Leather,  leather  goods,  and  related 
products  industey,  Vn  5.19 
Liquors  brought  Into  the  United  States 
from,  X  4.158-4.162 

Lumber  and  wood  products  industey, 
Vn5.39 

Men’s  and  boys’  clothing  smd  related 
products  industry,  vn  530 
Metal,  machinery,  transportation 
equipment,  and  allied  products  in- 
dust^,  vn  5.21  — 

Motion  picture  industry,  vn  5.37 
Needlew(nk  and  fabricated  textile 
products  industry,  Vn  5.15-6.17, 537 
Paper,  paper  procl^ts,  printing,  and 
publishing  industry,  Vn  5.40 
I^tstic.  fabricated,  products  Industry, 
Vn533 

Rubber  products  Industry,  Vn  534 
Shoe  and  related  products  industry, 
Vn5.18 

Stone,  clay,  glass,  cement,  and  related 
prodtMts  indus^,  vn  5.41 
Straw,  hair,  and  r^ted  products  in¬ 
dustry,  vn  5.26 

Sugar  manufacturing  industry,  vn 
5.47 

Sweater  and  knit  swimwear  industry, 
vn  6.15-5.17,  536 

Textile  and  textile  products  industries, 
vn  5.62 

Tobacco  industry,  Vn  5.33 
Transportation  equipment  industry, 
Vn5.21 

Transportatioa  industry,  VH  5.36 
Utilitlea  Industry,  Vn  536 


Puerto  Rico— Continued 
Wholesaling,  warehousing,  and  other 
distribution  industry.  Vn  5.44 
Wine.  X  4357 

Women’s  and  children’s  underwear 
and  women’s  blouse  industry,  vn 
535-6.17,534 

Wood  products  and  lumber  industry, 
Vn5.39 

Purchase  orders;  Department  of  De¬ 
fense  contractors  and  suboontractors 
m  1.1-1.2 

Purchasers  of  war-buUt  vessels,  n  5.20- 
531 

Purchasing  associations,  cooperative 
X  4.20a 

Purple  gallinules  in  Louisiana,  V  2.5 

Q 

Quapaw  Agency;  mining  for  lead  and 
sine  on  land  under  Agency  jurisdiction, 
V  4.11 

B 

Radiation,  employers  of  personnel  ex¬ 
posed  to,  vn  4.4 

Radio  beacon  facilities  owners,  XIV  1.46 
Radio  receivers;  manufactmrers,  owners, 
and  ffistributOTB,  XV  131 
Radio  statimis  and  carriers: 

Aircraft.  XV  1.14-1.15 
Alaska,  XV  1.10, 1.13 
Amateur,  XV  1.19-1.20 
Citizens  serviee  stations,  XV  1.17, 1.23 
Disaster  communications  service,  XV 
134-135 

Emergency  services,  XV 130 
Experimental  and  auxiliary  services, 
XV  1.5-1.8 
General,  XV  1.1-136 
Industrial  radio  stsUions,  XV  1.16-1.18 
mtonational  fixed  public  radio  com¬ 
munications  services,  XV  1.9 
Land  transportation  facilities,  XV 
1.17, 1.22 

Maritime  services,  XV  1.10-1.13 
Public  BSleiy  services,  XV 136 
Vessels.  XV  1.13 

Radio  transmission  of  information,  taxes 
on.  X  431 

Radioactive  byproduct  material.  XI  1.2, 
1.4-1.5 

Railroad  Retirement  Act,  XXVI  1.3 
Railroad  Retirement  Board,  XXVI 
Railroad  Retironent  Tax  Act,  X  4.51, 
434-4.55 
Railroads: 

Electric,  XXm  13 

Emidoyers  subject  to  retirement  act, 
XXVI  1.3 

Express  companies,  xxiii  13 
General,  XXlil  13 
Participating  hi  a  tax-free  reorganiza¬ 
tion.  X  4.14 
Persons  furnishing  cars  to.  xXlIl  11 
Rate-making  organizations,  XXTH  1.8 
Sleei^ng  car  companies,  x-aIII  1-4 
Unemployment  insurance,  XXVI  M 
Raisins;  maiketing  ordox,  1 2.19 
Rapese^  oil  imxxirteES,  X  33 
Rate-making  organizations  subject  to 
requirements  of  the  Interstate  Cm- 
merce  Commission,  xxiii  1.8 
Real  estate  investment  trust,  X  4.30 
Reclamation  Board,  State  of  California, 
m3.1 

Refrigerator  car  lines,  xxttt  1.1 
Refugee  relief  loans;  public  and  private 
holding  agencies,  X  1.1 
Repairmen,  aircraft,  Supp.  n 
Research  and  development  contracts, 
m  1.17-131, 1.23 
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Research  facilities  construction;  insti¬ 
tutions  receiving  grants.  IV  3.11 
Research  projects,  institutions  receiving 
grants  for,  IV  3.2a 

Reserve  funds;  taxpayers  establishing 
construction  reserve  funds,  n  6.18 
Retailers.  5ee  Dealers 
Retirement  plan,  contributors,  X  4.42b 
Revolvers.  See  Pistols  and  revolvers 
Revolving  credit  plan  dealers,  X  4.19 
RiCG* 

Cooperative  marketing  associations, 
15.1 

Crop  insurance,  1 8.1 
Export  program,!  1.3 
Exporters,  1 1.3 

Loan  and  purchase  program,  1 5.1 
Marketing  quotas,  1 4.31 
Patna  rice  importers,  X  3.5 
Producers,  warehousemen,  mill  or  ele¬ 
vator  operators,  other  processors  or 
transferees,  and  buyers,  I  4.31 
Rosin  processors  for  naval  stores,  I  2.56 
Rubber  substitutes  manufacturers,  X  3.9 
Rubber,  tread,  X  4.58-4.59 
Rye  crop  insurance.  1 8.1 

S 


Safe  deposit  boxes,  persons  required  to 
collect  tax  on,  X  4.122*' 

Safflower ;  crop  insurance,  18.1 
Samoa.  American;  employers,  vn  5.51 
Sanatoriums.  5ee  Hospitals 
Savings  and  loan  associations,  XVn  1.1- 


1.9 

Savings  stamp  agents  selling  UH.  sav¬ 
ings  stamps  in  schools,  X  8.2 
Schools: 

Aircraft  mechanic,  XEV  1.44;  Supp.  n 
Airman  agency  flight  or  ground,  Supp. 

n 

Dispatcher  course  operators,  XIV  1.39 
Educational  agencies.  Federal  grants 
for  constructing,  IV  1.1 
Plight  navigator,  XIV  1.37 
Ground  instructor,  flight  school,  Supp. 

n 


Institutes  of  higher  education  entitled 
to  payments  for  graduate  fellowship^ 
program,  IV  1.9 
Lunch  programs,  1 1.2, 2.24 
Marine  academies,  n  5.28 
Medical  schools  di^nslng  or  adminis¬ 
tering  marihuana,  X  4.110 
PUot,  XIV  1.40 

Private  nonproflt,  receiving  Federal 
aid,  IV  1.8 

Public  health;  Federal  grants,  IV  3.12 
Special  AUlk  Program,  1 2.25 
Veterans,  XXVm  1.1-1.5 
War  orphans,  XXVTH  1.7-1.9 
Science  instruction,  flnancial  assistance: 
Private  nonproflt  elementary  and  sec¬ 
ondary  schools,  IV  1.8 
State  and  local  educational  agencies, 
IV  1.5 

Scientific  institutions  conducting  experi¬ 
mental  or  research  operations,  X  4.138 
Seafood: 

Oyster  packers,  IV  2.5 
Shrimp  packers,  IV  2.5 
Second  War  Powers  Act  of  March  27, 
1942,  Supp.  I 

Securities;  exchange  members,  brokers, 
and  dealers,  X  4.76-4.79;  XXVH  1.1-1.3 
Securities  and  Exchange  Commission, 
XXVH 

Securities  or  stocks  arbitrage  operations, 
X4.37 

Securities  or  stocks  distribution,  X  4.36 
Wo.  45— Pt.  n - 10 


Securities  or  stocks  transfer  or  disposi¬ 
tion,  X  4.10-4.14, 4.35 
Seed  growers,  procurers,  and  shippers,  I 
2.49-2.52 

Sewage  or  industrial  waste  treatment 
works  construction;  appUcants  receiv¬ 
ing  Federal  aid,  IV  3.9, 3.10 
Shareholders: 

Elections  filed  reflecting  tax  treatment 
of  corporate  reorganizations,  X  4.16 
Loss  deductions  on  small  business 
stock,  X  4.38 

Receiving  distributions  in  liquidation 
of  a  domestic  corporation,  X  4.9 
Sheltered  workshops,  vn  5.9 
Ship  construction  contracts;  operators  of 
newly  constructed  vessels,  n  5.11 
Ship  construction  reserve  fund;  taxpay¬ 
ers  establishing  fund,  n  5.18 
Shippers: 

Color-additive  food,  drugs,  or  cos¬ 
metics,  IV  2.13 
Cosmetics,  unlabeled,  IV  2.3 
Drugs,  IV  2.2,  2.6 
Food,  unlabeled,  IV  2.1 
Fruits  and  vegetables,  1 2.22 
Liquors,  X  4.159 

Paying  transportation  charges,  X  4.62- 
4.63 

Poultry,  1 2.28 
Seed,  1 2.49-2.50 
Sugar,  1 4.34 

Shipping  company  agents,  n  5.1-5.9 
Shipping  Restriction  Orders  T-1  and  T- 
2;  Hong  Kong,  Macao,  Communist 
China,  North  Korea,  and  Communist- 
controlled  area  of  Viet-Nam,  H  7.1 
Ships.  iSee  Vessels 

Shrimp;  packers  of  processed  shrimp,  IV 
'  2.5 

Silver  bullion;  parties  to  transfers  of  an 
interest  in,  X  4.70  • 

Silver  Operations,  Office  of  Domestic 

Gtoldand,X6  _ 

Sleeping  car  companies,  XXIII  1.4 
Slum  clearance  and  urban  renewal  proj¬ 
ects,  X^^H  1.1 

Small  business  contracts,  XXIV  1.3 
Small  business  corporation  stock,  loss  de¬ 
duction  on,  X  4.38 

Small  business  corporations  distributions 
of  previously  taxed  income,  X  4.41 
Small  business  depreciation,  X  4.5 
Smelters  and  refineries;  metal  bearing 
materials,  X  3.12 

Social  clubs  or  organizations;  taxes,  X 
4.87-4.88 
Social  security : 

Employers  employee  taxes,  X  4.50 
State  and  local  government  employees, 
IV  4.1 

Social  Security  Administration,  IV  4 
Society  Islands;  air  carriers,  XH  1.2 
Sodium  mining  lessees,  V  3.8 
Solvents,  industrial  .and  proprietary, 
dealers  and  users,  X  4.147 
Soybeans,  crop  insurance,  I  8.1 
Space  Administration,  National  Aero¬ 
nautics  and.  XXIV 
Special  Milk  Program.  1 2.25 
Sponsors  of  public  aiJi>ort  construction, 
XIV  1.50-1.51 

Sporting  clubs  or  organizations,  taxes,  X 
4.87-4.88 

Stabilization  and  Conservation  Service, 
Agricultural,  I  4 

Stamp  taxes,  X  4.71, 4.76, 4.121, 4.163 
Stamps;  UH.  savings  stamps  sold  by 
Treasury  savings  stamps  agents  in 
schools,  X  8.2 


State  Department,  IX 
States  or  State  agencies: 

Agricultural  commodity  distribution 
programs.  State  agencies  cooperat¬ 
ing  with,  1 2.24-2.26 
Civil  defense  plans  for  flnancial  con¬ 
tributions  to  States  for  administra- 
tive  and  personnel  expenses,  XX  1.6 
Construction  projects,  applicants  re¬ 
ceiving  Federal  funds,  IV  3.6 
Educational  programs,  IV 1. 3-1.7 
Employees  of  State  and  local  govern¬ 
ments,  IV  4.1  _ 

Emplosmient  agencies,  XXVI  1.2 
Fair  Labor  Standards  Act  and  Public 
Contracts  Act  participation,  vn  5.1, 
7.2 

Fish  and  game  departments,  V  2.6 
Health;  Federal  aid  projects  and  pro¬ 
grams,  IV  3.1,  3.2,  3.5-3.8 
Highway  departments,  n  6.1 
Interstate  toll  bridges.  States  acquir¬ 
ing  or  constructing,  HE  3.3 
Library  services  program.  IV  1.4 
Livestock  associations  and  i^encies,  I 
2.36 

Marine  academies,  H  5.28 
Public  works.  XXH  1.2 
Training  under  the  Afanpower  Devel¬ 
opment  and  Training  Act  of  1962; 
Federal  funds,  IV  1.10 
Water  pollution  control,  IV  3.8 
Statistical  services  improvement.  State 
educational  agencies,  flnancial  assist¬ 
ance,  IV  1.6 

Steel;  defense  materials  regulations,  H 
2.3 

Stills,  manuf^turers  or  vendors,  X  4.135 
Stockbrokers,  X  4.76-4.79;  XXVH  1.1-1.3 
Stocks,  real  estate  investment  trust.  X 
4.30 

Stocks  and  securities  arbitrage  opera¬ 
tions.  X  4.37 

Stockyard  owners,  I  2.30,  2.32,  2.34-2.35 
Stones,  real  or  synthetic,  retailers  of,  X 
4.80 

Students,  persons  claiming  deductions 
for.  X  4.3a 

Students-workers,  employers  of,  VH  5.7, 
5.10, 5.11 

Subcontractors.  See  Contractors  and 
subcontractors 

Subsidies;  vessels  operators  and  contrac¬ 
tors.  n  5.12-5.14,  5.17,  6.19 
Subversive  Activities  Control  Act  of  1950, 
oi^anizations  registered  imder,  VI  1.3 
Sugar: 

Importers,  1 4.32, 4.34-4.35 
Manufacturers.  X  4.75 
Marketers,  1 4.33 

Refiners,  shipping  companies,  and 
surety  companies  having  obligations 
with  respect  to,  1 4.34 
Virgin  Islands;  employers  in -sugar  in¬ 
dustry,  1 4.36-4.37 
Sugar  Act,  4.32-4.37 
Sulphur  deposits  lessees,  V  3.9 
Surety  companies  undertaking  obliga¬ 
tions  with  respect  to  imported  sugar, 
14.34 

Surplus  agricultural  commodities;  ex¬ 
porters,  n  4.3 

Surplus  feed  grains  or  mixed  feed,  1 5.8 
Supply  contracts,  m  1.1-1.2,  1.14-1.16, 
1.23 

T 

Tax  stamps.  X  4.67, 4.71, 4.76, 4.121, 4.163 
Taxes: 

Admissions,  dues,  and  initiation  fees, 
X  4.87-4.88,  4.120 


3102 


RULES  AND  REOUIATIONS 


Taxes — Continued 

Army  and  Air  Force  contracts  for  air¬ 
craft,  excess  profits  on,Z  4.43 
Automobile  tir^  X  4  At 
Butter,  adulterated  and  process  or  ren¬ 
ovated,  X  4.72-4.73 
Cheese,  filled,  X  4.72, 4.74 
Cigarette  pupen  and  tubes,  X  4.188- 

4.194. 4.199- 4.200 

Cigars  and  cigarettes,  X  4.177-4.185, 

4.199- 4.200 

Clubs,  athletic,  social,  aporting,  X 
4.87-4.88 

Communication  services  required  to 
collect,  X  4.61 

Contracts  of  sale  of  cotton  for  future 
delivery,  X  4.69 

Credit  for,  paid  to  foreign  countries  or 
■  U.S.  possessions,  X  4.31 
Cutting  oil,  X  4.84 
Diesel  fuel.  X  4.83, 4.125-4.126 
DocumentiuT  stamps.  X  4.76, 4.121 
Employee  repres^tatives  imder  the 
Railroad  Retirement  Tax  Act,  X  4.51 
Employers  under  Federal  Insurance 
Contributions  Act.  X  4.50,  4.64-4.55 
Employers  under  the  Federal  Unem- 
plosrment  Tax  Act,  X  4.52 
Employers  under  the  Ri^ockd  Retire¬ 
ment  Tax  Act,  X  4.51,  4.54-4.55 
Employment.  X  4.47-4.55 
Estate,  X  4.45 

Excess  profits,  X  4.43-4.44, 4.120 
Excise,  X  4.56-4.211 
Exemptions,  X  4.1,  4.6,  4.42,  4.56-4.57, 
4.82.4.83.4.125,4.209 
Filled  cheese.  X  4.72, 4.74 
Firearms.  X  4.206-4.211 
Floor  stores  taxes  on  vehides,  high¬ 
way  tires,  tread  rubber,  or  gasoline. 
X4.59 

OasdUne.  X  4.59, 4.86, 4.123-4.124 
Oift.X4A4. 4.46 
Highway  motor  yehicles,  X  4.60 
Highway  tires,  X  4.59 
Income.  See  Income  taxes 
Life  membenAiip  to  social,  athletic,  or 
^porting  clubs  or  organizations,  X 
4.87-4.88 

Liquors,  X  4.127-4.176 
Lubricating  oil,  X  4.123 
Manufactured  sugar,  X  4.76 
Manufacturers  sales,  X  4  A6-4A7 
Marihuana,  X  4.108-4.119 
Matches.  X  4.68, 4.123 
Motor  fuel,  special.  X  4.83 
Narcotics.  X  4.89-4.119 
Navy  contracts,  excess  profits  on,  X 
4.44 

Oil,  cutting,  and  nonhibricating  oil 
sale  or  use,  X  4  A4 

Oils,  processing  taxes  on  ceiiain,  X 
4.75 

Opium  for  smoking,  X  4A9 
Pensions,  VH  3.9 
Pistols  and  revolvers,  X  4.306-4.207 
Playing  cards,  X  4.67 
Retailers*  excise  taxes,  X  4.81, 4.85 
Rubber,  tread,  X  4.58-4A9 
Safe  deposit  boxes,  X  4.122 
Silver  bullion,  transfer  of  interest 
in,  X  4.70 

Small  business  corporations  distribu¬ 
tions  of  previously  taxed  income,  X 
4.41 

Social  Security,  X  4 AO  . 

•  Students,  persons  dalmlng  deductions 
for,  X  4.3a 

Sugar,  manufactured,  X  4.75 


Taxes — Continued 
Tires,  X  4.58-4.50 

Tobacco  and  tcbeoco  ];MX)duet8,  X 
4.177-4A05 

Tranqx)rtation  of  property,  X  4.62- 
4.63 

Transportation  services  required  to 
*  collect,  X  4.65 
Tread  it:U)ber,  X  4A6-4.59 
Vehicles.  X  4  A9. 4.60 
Wagering,  X  4.66 
Welfare  and  pensions,  VH  3.9 
Withfax^ing.  X  4.48.  4.49,  4A3,  4A5 
Tax-free  alcohol,  X  4.148 
Tax-free  stocks,  securities,  and  other 
corporate  property  exchange,  X  411 
Taxpayers 
See  also  Taxes 

General,  H  5.18;  X  4.1-4.211 
Telecommunications  taxes,  X  4.61 
Tdegraph  carriers  required  to  collect 
tax.  X  4.61 

Telephone  carriers  required  to  collect 
tax.  X  4.61 

Television  stations,  XV  1.3-1  A;  XX  1.7 
Testing  programs.  State  and  local  edu¬ 
cational  agencies,  financial  assistance, 
IV  1.7 

Texas;  petroleum  regulations  of  the  Of¬ 
fice  of  Oil  and  Gas,  Interior  Depart¬ 
ment,  V  3.3-3.7 

Textile  fiber  products  manufacturers  and 
distributors,  XTX  1.7 
Timber  propnty  depreciation  and  deple¬ 
tion.  X  4.24 

Time  limit  liemse  applicant,  n  4.9 
Tires,  floor  stocks  tiuc  on,  X  4.59 
Tobacco: 

Associations,  farmers  or  growers,  X 
-  4.201 

Buyers,  1 4.16 
Crop  insurance,  1 6.1 
Dealers.  1  4.20,  4.24;  X  4.195-4.198 
Farmers’  or  growers’  agents  and  as¬ 
sociations.  X  4.201 

Handlers.  1 4.26  ^ 

Importers,  X  4.199 

Manufacturers.  I  4.15;  X  4.177-4.185 
Marketing  quotas,  14.15-4.26 

Processors  and  persons  sorting,  stem¬ 
ming,  paddng,  redrying,  pritihg,  and 
truckhig  1 4.17, 4.21, 4.25 
Producers,  1 4.15, 4.18, 4.22 
Taxes,  X  4.177-4.205 
Truckers.  1 4.17, 4.21, 4.25 
Warehousemen,  I  4.19,  4.23;  X  4.202- 
4.204 

Toilet  preparations;  manufacturers,  re¬ 
processors,  repackagers,  and  bottlers, 
X  3.16, 4.146 
Tomatoes: 

Crop  insurance,  1 8.1 
Marketing  orders,  1 2.11 
Trade  agreements,  private,  I  1.7 
Trade  Expansion  Act  of  1962,  xx  1.8 
Trademark  and  trade  name  expenditures 
as  deferred  expenses,  X  4  A 
Traders  on  Indian  reservations,  V  4.14 
Trades  and  industries,  vocational  edu¬ 
cation  in,  IV  1.3 

Transaction  control  regulations;  persons 
engaged  in  transactions  involving  ship¬ 
ment  of  certain  merxdiandise  between 
foreign  countries,  X  5.1 
Transatlantic  air  carriers  charter  flights, 
Xn  1.3 

Transfer  of  stodc,  securities,  and  other 
corporate  property,  pcuticipants  in,  X 
4.10-4.14,  4.35 


Transit  systems: 

Claiming  credit  or  refund  lor  gasoline 
used  for  nonhighway  purposes,  E 
4.86 

Subject  to  tax  on  use  of  certain  high¬ 
way  motor  vehicles,  X  4.60 
Transportation : 

Carriers  of  persons,  X  4.65 
Carriers  of  petroleum.  X  4.64 
Express  companies,  XXiii  1.5 
Migratory  workers  by  motor  carriers 
xxm  1.16  _ 

Motor  carriers,  XXm  1.9-1.11,  1.14_ 
1.16 

Persons  transporting  property  for  hire, 
X  4.62-4.63 

Poultry  and  poultry  products  trans¬ 
porters,  1 2.28 

Radio  stations,  XV  1.17, 1.22 
Railrosul  companies,  xxwi  i.i-i.e 
Water  carriers,  XXIII  1.12 
Travel  and  business  expenses,  X  4.2, 4.7 
TYead  lubber: 

Manufacturers,  producers,  or  import¬ 
ers,  X  4.58 

Persons  liable  for  floor  stocks  tax,  X 
4.59 

Treasury  Department : 

See  Accoimts,  Bureau  of 
Coast  Guard,  United  States 
Comptroller  of  the  Currency 
Customs.  Bureau  of 
Domestic  Gold  and  Silver  Opera¬ 
tions,  OfSce  of 

Foreign  Assets  Control,  Office  of 
Internal  Revenue  Service 
Narcotics,  Bureau  (tf 
Public  Debt,  Bureau  of  the 
Truckers,  tobacco.  1 4.17, 4A1, 4A5 
Trust  companies: 

N(»ninee’s  Information  Return,  X 

4.42a 

Beal  estate  investment  trust,  X  4.30 
Trust  fund,  contributors.  X  4.42b 
Tung  Nut  Price  Supp<Hl  program,  1 53 
Turpentine  and  rosin: 

Processors  for  naval  stores,  1 2.56 
Producers  of  gum  naval  stores  from 
turpentine  trees,  1 4A 

U 

Underwriting  agents;  war  risk  insurance 
program,  n  &25. 5  A7 
Unemployinent  insurance,  railroad, 
XXVI  1.1 

Unincorporated  business  enterprise 
electirig  to  be  taxed  as  a  domestic 
corporation,  X  4.40 

United  States  agencies.  See  under  name 
of  specific  agenejf 

United  States  Munitions  Ust,  IX  1.1 
Uranium  deposits  lessees,  XI  1.8 
Urban  renearml  projects,  XXTI  1.1 
Utilities,  public,  and  licensees,  XVin 

V 

Vegetables: 

Moriceting  orders,  1 2.9-2.13 
Perishable  Agricultural  Commodities 
Actof  1930,12A3 
Shippers,  1 2A2 
Vehicles: 

Persons  liable  for  floor  stocks  tax,  Z 
4A9 

Persons  subject  to  tax  on  use  of  high* 
way  motor  veldcles,  X  4.60 
Vendors.  See  Dealers 
Vessels: 

Agents,  n  5.1-6 A,  7.1;  X  9.1,  9.7.  9.19. 
9A1-8.22 
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Vessels — Continued _ 

Canal  Zk>ne  porta.  XXV  1.1-1.3 
Cargo,  X  9.14 

Cargo  gear  certiflcstea,  reglatera,  and 
records.  Vn  7.4-7.6;  X  9.2 
Cargo  gear  plans  showing  stress  dia¬ 
gram.  X  9.4 

Certificates  or  documents  issued  by 
Coast  Guard.  X  9.1 

Charterers,  n  5.10,  5.20,  5.22-5.24;  X 

9.17. 9.19.9.21- 9.22 
Construction  reserve  fund,  n  5.18 
Ckmtractors  and  subcontractors  for 

construction  and  repair,  n  5.15-5.16; 
X4.44 

Contractors  for  use  of,  X  9.17 
Diesel  and  special  motor  fud,  tax  ex¬ 
emption,  X  4.83 
Dry-cargo,  n  5.10, 5.23 
Employees,  n  7.1 

Explosives,  transportation  of,  X  9.5, 
9.8. 9.15, 9.18-9.21 ;  XXV  1.1 
Fire  drill  logs,  X  9.6 

Firefighting  eqiiipment  inspections  and 
tests.  X  9.3 
Halibut  fishing.  V  5.1 
Hazardous,  infiammable,  or  combus¬ 
tible  cargo.  X  9.5, 9.8, 9.15, 9.18-9.21; 
XXV  1.1 

lifeboat  drill  logs,  X  9.6 
Marine  casualties.  X  9.7 
Masters,  n  5.7,  7.1;  m  3.4;  V  5.1;  X 
9.1-9.15.  9.19-9.20;  XXV  1.1-1.2 
Mortgage  Insurance,  V  2.9 
Nuclear,  X  9.10 

Operators,  n  5.11-5.12,  5.17,  5.19;  m 
3.4;  V  6.1;  vn  7.5;  X  9.18 
Owners,  n  7.1 ;  X  9.1-8.4. 9.7, 9.10, 9.13, 

9.16.9.19. 9.21- 9.22 
Panama  Canal,  XXV  1.1-1.4 
Passenger,  X  9.11-9.13 
Purchasers,  n  5.20-5.21 
Radio  stations,  XV  1.13 

Subject  to  Interstate  Commerce  Act, 
XXmi.l2 

War-built  vessels.  See  War-built 
vessels 

Welders,  X  9.9 
Veteransi 

Apprenticeship  training,  XXVm  1.6 
Holders  of  VA  guaranteed  or  insured 
loans,  XXVm  1.10-1.11 
On-the-Job  training,  XXVm  1.6 
Schools  for,  XXVm  1.1-1.5 
Veterans  Administration,  XXVm 
Veterinary  surgeons  dispensing,  admin¬ 
istering,  or  distributing  narcotic  drugs, 
X4.90, 4.101, 4.110 

Viet-Nam,  Communist-controlled  area 
of;  shipping  restrictions,  n  7.1 


Vinegar  factories,  X  4.134,  4.152 
Virgin  Islands: 

Corporations  exception  to  limitation 
on  reduction  in  income  tax  liability, 
X  4.32a 

Distilled  spirits  Imported  from,  X  4.162 
Employers,  in  various  industries,  Vn 
5.48-5.50 

Homewo^ers,  Vn  5.49-5.50 
Liquors  brought  into  the  United  States 
from,  X  4.160-4.162 
Sugar  industry  employers.  1 4.36-4.37 
Vocational  education.  State  and  local 
agencies  receiving  Federal  aid  for,  IV 
1.3 

W 

Wage  earners;  income  tax,  X  4.1 
Wage  and  Hour  Division,  Vn  5 
Wagering;  persons  required  to  pay  excise 
tax  on,  X  4.66 
Wages: 

See  also  Employers 

Rates,  fair  wage,  under  the  Sugar  Act, 
1 4.36-4.37 

Retroactive  payment  of,  vn  5.2 
Walnuts;  marketing  orders,  1 2.17 
War-built  vessels: 

Charterers,  n  5.20, 5.22-5.24 
Purchasers,  n  5.20-5.21 
War  orphans  educational  assistance, 
XXVm  1.7-1.9 

War  Production  Board,  Supp.  I 
War  risk  insurance  programs,  n  5.25- 
5.27,  5.29 

Warehouse  Act  of  1916, 1  2.38-2.48 
Warehousemen.  1 2.38-2.48, 4.7, 4.13, 4.19, 
4.23, 4.27, 4.31,  5.9 

Warehouses;  operators  and  proprietors: 
Bonded  warehouses.  See  Bonded 
warehouses 

Commodity  futures  exchanges,  1 6.14 
Internal  revenue  bonded  warehouses. 

See  Bonded  warehouses 
Tobacco,  X  4.202-4.204 
Wheat,  imported.  X  3.13 
Water  carriers,  XXIll  1.12 
Water  pollution  control;  State  or  inter¬ 
state  agencies  receiving  Federal  aid, 
IV  3.8 
Weighers: 

Agricultural  commodities,  1 2.45 
Livestock  and  poultry,  1 2.34-2.36 
Welders,  qualification  t^  records,  X  9.9 
Welfare-Pension  Reports,  Office  of  La- 
bor-Manag^ent  and,  vn  3 
Western  Hemisphere  trade  corporations; 

income  taxes,  X  4.32 
Western  Samoa;  afr  carriers,  XH  1.2 
Whaling  Commission,  International,  V  6 


3103 

Whaling  ships  and  land  stations,  V  2.7, 

6.1 

Wheat: 

Bonded  common  carriers,  X  3.13 
Crop  insurance,  1 8.1 
Export  pajrment  pr(^n*am  for  wheat 
and  wheat  fiour,  1 5.11 
Exporters,  1 5.11;  X  3.13 
Importers,  X  3.13 
Marketing  quotas,  1 4.27 
Producers,  warehousemen,  elevator  op¬ 
erators,  feeders,  processors  or  trans¬ 
ferees,  and  buyers,  1 4.27 
Wholesalers: 

Beer.  X  4.131 

Butter,  adulterated  and  process  or 
renovated,  X  4.72-4.73 
Distilled  spirits.  X  4.130-4.131 
Filled  cheese,  X  4.74 
Liquor,  X  4.130-4.131 
Narcotics.  X  4.01-4.92,  4.96-4.97,  4.99 
Wine,  X  4.131 

Wildlife  restoration  projects,  V  2.6 
Wills:  executors  or  legal  representa^lves, 
X  4.33 

Wind  River  Indian  Reservation,  Wyo¬ 
ming;  mining,  V  4.13 
Wine: 

Bottling  houses,  X  4.149 
Cellars.  X  4.153, 4.170 
Dealers.  X  4.131-4.132 
Experimental  wine  operations,  insti¬ 
tutions  engaged  in,  X  4.151 
Exporters,  X  4.174 
Importers,  X  4.164 

Persons  producing  wine  for  family  use, 
X  4.150 

.  Wholesalers,  X  4.131 

Withdrawn  from  bonded  storage  for 
shipment  to  the  United  States,  X 
4.157 

Wire  and  wireless  communications,  taxes 
on,  X  4.61 

Women’s  apparel  industry,  vn  5.12-5.13 
Wool: 

Manufacturers,  processors,  or  dealers, 
X3.6-3.8;XIX  1.1 
Price  support  programs.  1 5.6-6.7 
Producers,  1 5.6 
Worktops,  sheltered,  vn  5.9 
Wyoming;  Indian  lands,  V  4.13 

Y 

Yield  insurance  investors,  xxii  2.7 
Z 

Zinc  and  lead  mining  on  Quapaw  Agency 
lands.  V  4.11 

Zuni  Reservation,  traders  on,  V  4.14 


